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About This Manual

Considered basic level content, this manual (along with classroom instruction) helps users learn
how to use AASIS to:

Record Revenue and Customer Cash Receipts
Record Treasury and House Bank Deposits
Print Treasury Deposit Slips
Record Electronic Fund Transfers (EFT)
5. Print EFT Deposit Slips
Primarily designed as a classroom teaching aid, this manual contains a Notes section on every

page. We did this so students can capture additional information provided in class discussions,
enhancing what is already a comprehensive reference manual.

PR

This manual/course also prepares the new user for additional Receipting course topics.
About Printing This Manual

This manual contains blank pages, allowing you to set your printer to print 2 sided pages if you
prefer.

About The Manual Design

Using the receipting business process as our “content model,” Chapter 1 introduces new users
to AASIS design elements associated with receipting transactions.

Chapter 2 explains the relationship of the Cash Journal to specific business processes. Because
the Cash Journal is different from other financial transactions, we use a Cash Journal with
posted entries to help us illustrate specific design elements.

Chapter 3 illustrates different uses for the Deposit Slip program. Our illustrations in this chapter
use the Cash Journal entries we introduced in Chapter 2.

Chapters 4 and 5 provide step by step instructions for completing essential revenue receipting
activities in AASIS.

Chapter 6 follows our step by step instructions by providing basic troubleshooting tips for
common Cash Journal errors.

Finally, in Chapter 7 we tell you about two reporting tools to help you monitor receipting
activities as well as one helpful transaction when you need to analyze financial documents
associated with the receipting process.

We have also created Appendix Materials containing helpful tips/resources. Download these
materials from our web site @

http://www.arkansas.gov/dfa/aasis/AASIS Training/ACCTREC/aasis training CRCD RC.html




About The Step by Step Instruction

In an effort to keep our instructions concise, we have created an instructional “shorthand” that
uses angled brackets < > to denote actions and/or entries. Use this legend to help answer
guestions you may have:

- <Enter> Press the Enter Key on your keyboard
- <Enter> @ Click the illustrated Icon

- <12 alpha/numeric limit> Defines the field character limit

- <GoTo><List> Defines menu path navigation

- Field Names Bold italics define field names
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Chapter 1
Master Data Records & System Processing

Learning Objectives

 Define Essential AASIS Design Elements

» Discuss Relationships Between Design Elements and Business
Integration

» Define Basic Uses for Master Data Records
» Define Essential Revenue Receipts Master Records

* Define the Role of AASIS Document Types in the Business
Integration Model

Class Code: CRCD-RC
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Introduction

AASIS, (Arkansas Administrative Statewide Information System), uses
an integrated database design to store and process financial and
human resources data.

AASIS Support Center (ASC) staff implemented the master and
transaction data requirements for all State agencies with the help of
many state employees from across the state.

Thanks to this huge effort, we now have a powerful integrated
information system enabling the State, with the correct use of AASIS
transactions, to produce accurate financial reporting information.

To ensure your success as a cash receipts user, it is important that you
understand the relationship of the AASIS design to the receipting
transactions you will be using.

Statewide Business Functions

AASIS is designed to record and store specific business information
based on three general business functions:

» AASIS Financial Transactions— enables state agencies to
record daily business transactions associated with a multitude
of governmental services/programs.

= AASIS Budgetary Controls— enables state agencies to
control spending and account for the activities of governmental
services/programs.

= AASIS Reporting Tools— enables state agencies to monitor
and account for its current business status using a financial
(balance sheets & profit/loss statements) or budgetary
perspective.

As you read more in this chapter about the AASIS design and its
relationship to the above functions, keep in mind AASIS not only
records your agency'’s business information, it records business
information for over 200 state agencies.

While admittedly complex, this design is powerfully efficient in meeting
the overall business needs for the State of Arkansas.

To use AASIS effectively, we cannot ignore the importance of
explaining to you key points for how AASIS processes the information
you enter.
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AASIS Overview

AASIS uses a module and sub-module organizational method to group
and store business information with its related individual components.

= Module— a group of related components serving
complementary business functions.

» Sub-Module— an individual component containing related
transactions.

Currently, the State of Arkansas uses three primary business modules
(FI, MM, HCM) containing multiple sub-modules (see Figure 1 below).

Employee Self-Service
Training and Events

General Ledger
Special Purpose Ledger

AASIS Modules
Financial Materials Management  Human Capital Management
(F1) (MM) (HCM)
Sub-Modules
1. Accounts Payable 1. Inventory 1. Organizational
2. Accounts Receivable 2. Logistics Invoice Management
3. Cash Management Verification 2. Personnel Administration
4. Controlling 3. Purchasing 3. Time Management
5. Project Systems 4. Payroll
6. Funds Management 5. Benefits
7. 6.
8. 7.

Figure 1: Organizational Method

Financial (FI) —contains the master and cumulative transactional data
created within the associated sub-modules. Some sub-modules are
associated with budgetary controls based on the business function they
support, while others are not.

Fl Sub-Modules

1. Accounts Payable (AP) —contains vendor master data and
transactional data created by vendor accounts. This sub-module is
related to budgetary controls and financial statements.

2. Accounts Receivable (AR) —contains customer master data and
transactional data related to customer accounts. This sub-module,
while related to an agency’s financial statements, has no business
association with budgetary control.
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3. Cash Management (CM) —contains AASIS house bank/Non-AASIS
house bank (commercial accounts) and Treasury information related
to warrant redemption and cash deposits cleared to spend.

This sub-module, while related to an agency’s financial statements,
has no business association with budgetary control.

4. Controlling (CO) —contains cost center, cost element and other
data used to capture financial reporting information. The cost center
derives the needed funds management information when used in
several FI transactions.

This sub-module provides diverse monitoring options for agency
managers but has no association with budgetary controls and
financial statements.

5. Project Systems (PS) —contains project information (type, purpose,
funding source) and collects transactional data, most commonly
used to account for grants and assets under construction.

Like CO, this sub-module provides diverse monitoring options for
agency managers but has no association with budgetary controls
and financial statements.

6. Funds Management (FM) —contains appropriation levels for an
agency and enables budgetary controls by using “budget quad”
master data records to perform a series of system checks during the
completion of budget relevant transactions.

7. General Ledger (GL) —contains the Chart of Accounts for the entire
State. The chart is an organized list of individual General Ledger
accounts used by all agencies. This sub-module is related to the
balance sheet and profit/loss statements.

8. Special Purpose Ledger (SPL) —contains GL account balances, by
fund, for all FI transactions. This enables reporting options specific
to fund accounting versus financial accounting.

As you may have concluded, while each sub-module has a specific
purpose, normal business activity crosses the sub-module assignments
based on the business function associated with a specific step.

In other words, a complete business process might exist within a single
module/sub-module, or it might cross multiple modules and sub-
modules.

Next, we use a basic process model for cash receipting to illustrate this
point.

Notes(//é
/A
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Cash Receipting/Deposit Overview

With the exception of customer receipts, cash receipting is the first time
an agency’s detailed revenue activities are recorded in AASIS.

As you can see in Figure 2, the process begins by first recording the
accounting details then recording the deposit information associated
with the cash. The process officially “ends” once deposits have cleared
(bank reconciliation) Treasury, making the cash available for agencies
to spend.

Note;/
I/

2

A

Record Cash Receipts: || Record Deposit || Print Deposit Slip for >
Revenue/Customer by Fund Treasury Funds and/or
Receipts (Details) (Summary) Electronic Fund Transfers

Take Cash to
Treasury

-

Clear
Treasury

Figure 2: Cash Receipts Process

Additional Sub-Module Assignments

AASIS uses the module/sub-module organizational method to store
entries based on the business process step.

All of the above process steps are assigned to the Financial (FI)
Module; however, different combinations of sub-module assignments
also exist in the above illustration...depending on the business function
of a particular step.

Step 1: Record Cash Receipts

As we've mentioned, cash receipts (Step 1) can be defined as revenue
or customer receipts.

Customer receipts credit the appropriate customer account, supporting
the customer clearing process. For customer receipts, revenue is
credited when the customer invoice is posted.

Revenue receipts credit the appropriate revenue account at the time an
agency receives the cash, establishing the first record of revenue in
AASIS.

Revenue accounts are assigned to or “owned” by the General Ledger
(GL) Sub-Module and customer accounts are “owned” by the Accounts
Receivable (AR) Sub-Module.

To support fund accounting, both revenue and customer receipts also
record financial information in the Special Purpose Ledger (SPL) Sub-
Module.
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Because a revenue receipt is the first revenue entry in AASIS,
receipting entries are also recorded in these sub-modules:

= Controlling (CO)
= Funds Management (FM)

= Special Purpose Ledger (SPL)
Steps 2 -4: Record and Make Deposit by Fund

Deposits are recorded using summary entries, which are “owned” by
the CM, GL and SPL Sub-Modules.

The CM Sub-Module owns the program you use to create and print a
deposit slip for daily receipts and/or EFTs. The GL and SPL Sub-
Modules “own” the cash accounts (GL) and fund (SPL) information
associated with the deposit.

The Cash Management (CM) Sub-Module is also associated with this
step because the cash must clear Treasury before an agency can
spend it.

Step 5: Clear Treasury To Spend Money

Step 5 in our business model is the BAI (Banking Association Institute)
file reconciliation, or Treasury clearing. This step, owned by the CM
Sub-Module, must complete successfully before an agency can spend
deposited cash.

Here’s our model from the previous page with the module and sub-
module assignments for each step in the receipting process. An
asterisk denotes “if applicable.”

Fl Module Fl Module FI Module FI Module
Record Cash Receipts: || Record Deposit [» Print Deposit Slip for »| Take Cashto |[»| Clear

Revenue/Customer by Fund Treasury Funds and/or Treasury Treasury
Payment (Details) (Summary) Electronic Fund Transfers

GL Sub- Module GL Sub- Module CM Sub- Module CM Sub- Module
AR Sub- Module CM Sub- Module

CM Sub- Module

SPL Sub- Module SPL Sub- Module

CO Sub- Module
FM Sub- Module

This organizational method:

= Allows the transfer of information between modules and sub-
modules

= Creates additional “background” postings (very important to
remember)

= Allows users to report (retrieve stored information) using
multiple perspectives
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We “integrate” or enable the storage and exchange of information
between the modules/sub-modules by using master data records,
transactional data and document types.

Master Data

AASIS master data records store information (in tables) that remains
the same over a long period and/or is needed often in the same form.
Usually, these records are created once, centrally maintained, grouped
by sub-module (owner module) and have unique ID number
assignments.

For example, a revenue account record is assigned to the FI Module, is
owned by the GL Sub-Module and is used in several Fl transactions by
entering the account ID number.

Master records...

= Enable derivation (retrieves information for you) of additional
information within a transaction, reducing data entry

= Enable system controls to restrict uses in limited instances

= Facilitate integration between the modules and sub-modules

= Facilitate multiple reporting options by serving as a “primary
key” to sort, group and retrieve specific types of transactional
information

Transactional Data & Dynamic Tables

Transactional data accumulates each time you complete a transaction.
AASIS stores this data within hundreds of individual tables, creating the
ability to:

= Produce multiple managerial reports

= Enhance availability of financial information (“real time” access)

= Troubleshoot

Tables, in turn, provide important “services” through program logic or
commands. This happens because the transactions you perform tell
AASIS...

= The data to retrieve
= The table names to store the data you enter

= The command (when necessary) to create additional
background postings using the transactional data you have just
entered

Here’'s how it works.

Each master record is centrally stored within a master data table. In
turn, the “master” table is assigned to a module and sub-module most
complementary to the data’s established business functions.

6
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As you enter and post transactional data, AASIS stores the information
in a series of tables. The step within the business process not only
determines where the transactional data is stored (remember the sub-
module assignments), it can also trigger the command to create and
store additional background postings in other sub-modules.

Add the powerful indexing capability provided by master records and
document types, and you now have multitudes of reporting options.

Revenue & Customer Receipts-Master Data

To help us explain the master records most commonly used with
revenue and customer receipts, we use three primary categories:

= Essential (Required) Master Data
= Derived (Defaulted) Master Data
= Optional (Elective) Master Data

We begin with the required (Essential) master records critical to
receipting revenue.

Essential master records store data necessary to support your agency’s
financial statements.

These records also enable system integration by supporting
background postings and transactional data derivations.

DFA-Offices of Accounting and Budget (DFA-OA and DFA-OB) manage
these records centrally. Submit change requests to the appropriate
contact person within one of these divisions.

Essential Master Records and Owner Sub-Modules

= Business Area Global Setting

= Cost Center Controlling Sub-Module

» General Ledger Accounts General Ledger Sub-Module

= Cash Journal Cash Management Sub-Module

= Customer Accounts Accounts Receivable Sub-Module

Business Area

The Business Area (BA) record defines your agency’s financial data
through a unique four digit code. This master record, configured by

AASIS Support Center (ASC) staff, enables reporting at the agency
level.

Because the BA record is used throughout almost all of the FI sub-
modules, we refer to it as a global setting versus being “owned” by one
module/sub-module.

Notes(//é
/A



' Chapter 1: Revenue & Customer Receipting
AASIS Overview

Other system uses for the BA are:
= Appears as a required field in many FI business transactions

» Performs system edits within some transactions---stops you
from finishing a transaction until you input the four digit code

* Prevents you from posting (in most transactions) financial
documents to business areas not assigned to your security
authorization(s)

= Serves as a selection criteria within FI reporting tools
Cost Center

The Cost Center defines the area of fiscal responsibility in an agency
based on its organizational structure (locations and/or divisions). In
other words, a cost center collects cumulative costs associated with
specific organizational units.

For example, an agency may have at least one unique cost center to
represent a county office and at least one other unique cost center to
represent a central office.

A cost center has a unique six digit code and is owned by the
Controlling (CO) Sub-Module.

System uses for a cost center record are:

= Enables derivations of financial data---BA, fund, funds center
and functional area---within most Fl transactions

= Enables management personnel at all levels to monitor agency
revenues and/or expenses

General Ledger

The State of Arkansas’ Chart of Accounts (commonly referred to as GL
accounts) is maintained in the General Ledger (GL) Sub-Module.

Created to record financial postings for specific business processes, the
GL master records are organized using six primary categories to define
the sources and/or uses of an agency’s money.

Each category serves a different purpose in financial statements and
has a different number range assignment.

Each GL number assignment is always ten characters.

Notes(//é
/A
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Table 1 (below) lists the six account categories, along with the account
type and the numbering range assignment for each account category.

Table 1: Chart of Accounts

CAaCfeoguonr; Account Type Number Range
Assets Balance Sheet | 1000000000 - 1999999999
Liabilities Balance Sheet | 2000000000 - 2999999999
Fund Balance Balance Sheet | 3000000000 - 3999999999
Revenues Profit & Loss 4000000000 - 4999999999
Expenses Profit & Loss 5000000000 - 5999999999
Other Sources & | profit & Loss | 6000000000 - 6999999999

Besides the important function of capturing financial postings for your
business area (and ultimately the State of Arkansas), system uses for
the Chart of Accounts are:

= Uses reconciliation (recon) accounts to record summary totals
per account category from the system sub-ledgers

= Contains the list of individual accounts used in all financial
transactions

The Cash Receipt/Deposit Process and GL Accounts

The cash receipt and deposit process uses Asset and Revenue GL
accounts.

Asset Accounts

Simply put an Asset GL account is used to record cash or things the
State owns and/or controls. In this course, we use cash accounts in
both the receipt and deposit steps.

= Cash Journal Accounts—used to record accounting details for
received cash. Balances in these accounts identify cash
amounts that have not been recorded as a deposit in AASIS.

= Bank Accounts—used to identify cash amounts deposited in
State Treasury or in commercial banks. These accounts are in
the 110####### number range.

= Customer Reconciliation GL Accounts-used to record summary
entries made to customer accounts based on the customer
account category.
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Revenue Accounts

Revenue GL accounts are used to record the type of product sold or the
type of service provided by an agency.

Revenue may or may not be cash at the time it is recorded in the
General Ledger.

For example, the Accounts Receivable business process records
revenue with the expectation that cash (customer receipts) will be
collected from the customer sometime in the future.

In this example, revenue is recorded in the GL using a customer invoice
document. The invoice records the credit to revenue and debits the
customer account [expectation of a cash receipt].

In other words, the agency has credited a revenue account without also
a debiting cash account. This means revenue is not cash.

On the other hand, when an agency sells a product and/or provides a
service that is paid for when the product or service is received, revenue
IS considered cash.

In this example, revenue and cash [on hand] are recorded in the GL
using a cash journal document. The cash journal document records the
type of product sold or service provided by crediting a revenue GL
account and records the received cash by debiting a Cash Journal
[Asset] GL account.

Cash Receipts and GL Accounts

Agencies use a unique transaction, FBCJ—Cash Journal to create cash
journal documents (ZJ document type). The cash journal document
stores the revenue accounting details as cash receipts.

Because transaction FBCJ is unique to cash receipts and your entries
are made based on more than one business process, Chapter 2
explains the cash journal design elements (and subsequent account
uses) in detalil.

Cash Journal Accounts

For now remember a Cash Journal is an individual GL account. As
such, the account number is always ten digits.

In addition to defining the GL account as an asset, the Cash Journal
numbering convention for each account identifies the agency that uses
a specific Cash Journal for receipting activities. It also allows for
multiple cash journals within a single agency.

10

Notes(//é
/A



' Chapter 1: Revenue & Customer Receipting
AASIS Overview

Here’s how the numbering conventions work for Cash Journal
accounts.

= The first digit defines the cash journal as a GL Asset account
100#####HHH#.

» The fourth-seventh digits define an agency’s business area
100061 0###.

= The last three digits identify if an agency has more than one cash
journal 1000610002.

Revenue Accounts

Revenue receipts ALWAYS post to a Cash Journal GL account and a
Revenue, or Other Sources GL account.

Revenue accounts are further defined using three different revenue
classifications.

IMPORTANT: Use the third digit in the account number to identify the
individual revenue account classification.

General Revenue

General Revenue accounts identify monies resulting mostly from tax
collections. These revenues are ALWAYS deposited to Fund
“AGA0000,” BA “0610” using Cost Center “383359.”

The 401#####H#H GL accounts represent the general revenue master
records.

Revenue  4#########
L General Revenue 401 ##HHHHH

Special Revenue

Special Revenue accounts identify monies designated as special
revenue by the Legislature. These monies are subject to special fees
based on the legislative definition for the special revenue.

Special revenue postings are receipted to an agency’s fund and then
transferred daily to Fund “ASA0000” by the State Treasurer and in
AASIS. At the end of each month, the monies, minus fees, are
transferred back to the agency’s fund.
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The 402#####HH GL accounts represent the special revenue to which a
3% fee is applied.

The 403######H GL accounts represent the special revenue to which a
1.5% fee is applied.

Revenue A
— General Revenue A01#####44
I Special Revenue
—  A02##HHHHH 3% Fees
— 4034 1.5% Fees

Other Revenue

Other Revenue accounts identify monies from other revenue sources,
including Federal funds. These revenues are deposited to the agency
fund and become available for use as soon the money has cleared
Treasury.

The 404######## and 405####### GL accounts represent Other
Revenue

Revenue Qi

— General Revenue A01 #HHHH
L Special Revenue

— 4024 ####H#H# 3% Fees
— 403####### 1.5% Fees
Other Revenue

— 404#####4#4  Other
— 4054444444 Federal

Other Sources

Other Sources accounts identify refunds to expenditures and inter/intra
agency transfers in.

e##HHHHH###H GL accounts represent these master records.
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Cash Receipts and Customer Accounts

Owned by the Accounts Receivable Sub-Module, the Customer Master
Record defines the customer information necessary to post and
process customer invoices and payments.

The customer master record number is also the account number used
to post transactional data to the Customer Sub-ledger. These accounts
are open item managed and must go through a clearing process to
settle. The customer receipt entries support this clearing process.

The Customer Sub-Ledger links to the General Ledger through the
reconciliation account for that customer group.

Customer Groups

These records are organized using four customer groups:
1. Standard
2. State Agency
3. State Employee
4. Department of Information Systems (DIS).
Each group has a different account number range assignment.

The method of number range assignment for the customer master
record depends on the customer group.

Standard Customer Master Records

When DFA-OA creates the master record for a standard customer,
AASIS sequentially assigns an account number using the number
range 600000000-699999999.

DFA-OA manually assigns numbers to all other customer master
records using the following numbering conventions:

State Agency Customer Master Records

State Agency Customer Master Records ALWAYS begin with 998. The
fourth-seventh digits define the business area 9980610##.

The remaining digits allow the creation of multiple addresses
(998061002) when necessary.
State Employee Customer Master Records

State Employee Customer Master Records ALWAY'S begin with 997,
and they ALWAYS end with the seven digit personnel number, using
the leading zeros of the personnel number Q97#######.
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Cash Deposits and Cash Accounts

Receipts recorded to Treasury funds are ALWAYS deposited to the
1100001002 or 1100001004 Treasury Incoming accounts.

The Clearing Process and Treasury Funds

Keep in mind that even though an agency has recorded receipt details
and deposit information, the cash associated with these entries is not
available for that agency to spend until it clears Treasury.

This clearing process debits the Cash In State Treasury account
#1100001000 (also known as the Cleared Cash account) for the
cleared amounts.

Receipts recorded to cash funds are deposited to the appropriate
House Bank or Non-House Bank account.

AASIS House Banks

While rare, some agencies use an AASIS House Bank GL account to
represent a commercial bank account. In these instances, the agency
takes advantage of system functionality by using AASIS to record all
business transactions and check issuances.

In addition, these agencies reconcile account balance information using
AASIS.

An AASIS House Bank account is an Asset GL account that begins with
110#######. The fourth-seventh digits define the business area
1100610##.

Non-AASIS House Bank

Most agencies with commercial funds use the Non-AASIS House Bank
account to represent a commercial bank account. In addition to allowing
agencies the option of recording transactional details, agencies can
also use journal entries to record summary level information in the GL
using this account.

Also an Asset account, the Non-AASIS House Bank account number is
1100002000.

Derived Cash Receipts Master Data

AASIS uses derived master data to automatically populate (derive)
specific fields within a transaction.

Derived data usually comes from a different sub-module and creates
simultaneous background postings  whenever you use one of these
records.

When you record a revenue receipt and use a cost center, you create
not only a GL posting, but also a CO posting , an FM posting and an
SPL posting .
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Derived records and background postings enable reporting capabilities
for a single transaction from multiple modules---without entering the
same transaction more than once.

ALWAYS verify derived entries! One thing AASIS cannot do for you is
confirm you are entering the correct accounting information for your
agency'’s specific needs.

DFA-Office of Accounting and DFA-Office of Budget (DFA-OA and
DFA-OB) manage these records centrally. If you discover an error with
one of the records, submit change requests to the appropriate contact
person within one of these divisions. (See appendix for helpful links to
DFA))

Derived Master Data Owner Sub-Module
= Functional Area Funds Management Sub-Module
* Funds Center Funds Management Sub-Module
= Fund Funds Management Sub-Module
=  Commitment Item Funds Management Sub-Module

Functional Area

Owned by the FM Sub-Module, the Functional Area identifies the
general purpose of the agency (Health and Human Services, Public
Safety...) and provides a basis for CAFR reporting categories.

Represented by as many as four unique characters, this record is one
of four master records AASIS uses to perform a series of system
checks (ensuring budgetary controls) during the completion of budget
relevant transactions.

Note: Recording revenue receipts and deposits is not a budget relevant
activity.

Funds Center

Owned by the FM Sub-Module, the Funds Center defines an agency’s
legal authority to spend money (appropriation). Currently represented
by as many as four unique characters, the funds center is the second of
four master records AASIS uses to ensure budgetary controls when
appropriate.

The funds center derives from the cost center you enter in Fl
transactions.
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Fund

The Fund identifies an agency’s pool of money. Remember, a deposit
must clear Treasury before an agency can spend it.

Represented by a unique seven digit code, commercial bank fund
codes always contain numeric assignment and Treasury fund codes are
always an alpha numeric combination.

The fund is significant to revenue receipting because it records:
= Revenues collected to specific funds

» Deposits or incoming transfers to increase an agency’s cash
balance

Agencies can also use funds to keep track of different funding streams
or to “separate” cash used for multiple purposes. For example, some
agencies receive cash from both the State and the Federal government.
An agency might use two funds to track these funding streams — one for
the state money and one for the federal money.

Owned by the Funds Management (FM) Sub-Module, the fund derives
from the cost center you enter when completing most FI transactions.

ALWAYS confirm fund information before parking and/or posting a
transaction.

Commitment ltem

The “Commitment Item” defines the functional grouping of expenditures
and revenues (formerly known as character codes) within the FM Sub-
Module.

Represented by a unique seven digit code, commitment item categories
include Maintenance & Operations, Regular Salaries, Transfers In,
Special Revenue, Federal Revenue, and General Revenue.

These four master data elements, Functional Area, Funds Center,
Commitment Item and Fund make up what is referred to as the Budget
Quad.

The budget quad is a series of system checks performed during the
completion of budget relevant transactions.

Who am 1? Functional Area
Do | have the authorization to spend? Funds Center
Am | authorized to spend it for this purpose? Commitment Item

p wDdPE

Am | expected to have available cash? Fund
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Optional Cash Receipts Master Data

Unlike the essential and derived master data records, an agency
creates and maintains optional master data records based on its unique
internal reporting needs.

Optional Master Data Owner Sub-Module
» Internal Order Controlling Sub-Module
= WBS Element Project Systems Sub-Module

As an AASIS user, it is very important for you to know what, if any,
optional master data records your agency requires when completing
cash receipt business transactions.

Internal Order

The Internal Order defines the statistical accumulation of an agency’s
program costs, cost pools, or special interest costs not associated with
capital projects or grants.

The internal order is owned by the Controlling Sub-Module and is
represented by a unique eight digit code.

Work Breakdown Structure (WBS) Element

The WBS Element defines the accumulation of an agency’s program
costs, cost pools, or special interest costs associated with capital work
or grants.

WBS Elements are further defined using two categories, Statistical and
Non-Statistical . In turn, each category supports a specific reporting
requirement.

= Statistical WBS Element—defines the statistical accumulation
of an agency’s program costs, cost pools or special interest
costs associated with grants.

Use this type of WBS Element on all Federal Grant and capital
work revenue receipts.

= Non-Statistical WBS Element (also referred to as “Real”)—
defines the accumulation of an agency’s program costs, cost
pools or special interest costs associated with capital work.

A Real WBS Element derives fund, funds center and functional
area information when used in FI transactions. After obtaining
DFA-Office of Budget (OB) approval, the agency must request
that ASC staff assign the fund and funds center information to
the Real WBS Element.

In addition, the derived data defines % of the budget quad that
AASIS uses for associated expenditures with capital work
projects.
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Both types of WBS elements are represented by a unique 22 digit code
and are owned by the Project Systems Sub-Module.

Master Data Records & Integration

As we’ve explained, derived data usually comes from a different sub-
module(s) and creates simultaneous background postings ~ whenever
you use one of these records.

These background postings are possible because of the table
structures, organizational methods and unique number assignments for
each master record type.

When completing cash receipting activities in AASIS, remember these
key integration points:

= Cost centers and WBS elements have a business area and
functional area assigned to their master record, enabling
reporting tools.

= Cost centers are used (through programming tools) in the FM
Sub-Module to “assign” funds and funds centers. When you
use a cost center in an FI transaction, AASIS derives these FM
assignments and populates the “Fund” and “Funds Center”
fields.

= Every GL account has a commitment item assigned to it. This
means every time you use a GL account, the assigned
commitment item automatically populates the “Commitment
Item” field.

= Cash Journals are assigned to an individual GL account. Each
time you post cash journal entries, the individual GL account
balance also updates.

Financial Documents

Every time you park or post a financial transaction, AASIS creates a
financial document using a document type specifically designed for that
business purpose or sub-module.

In addition, every document type contains specific number range
assignments.

Every financial document contains document header and line item
detail sections, which display additional document type design
elements.

Document types, represented by two unique characters, help you use
master data records more efficiently by...

= |dentifying the financial sub-module in which a document is
used

» Enforcing additional processing restrictions, when applicable
18
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For example, a revenue receipt uses a ZJ document type to record and
store revenue details. Each time you post a ZJ document, AASIS uses
the assigned number range 13000000 — 13999999 to assign a
document number for that specific posting.

The document number then enables the retrieval of detailed
transactional data by single or multiple values.

You CAN NOT use a ZJ document type to record and store vendor
postings because it was not created to support Accounts Payable
functions.

To look up or track the status of parked or posted documents, use the
document type and/or the assigned document number.

Document Header Section

The document header section contains reference data associated with
the financial transaction. Some of the information you will find in this
section includes:

= Document type and description

= Document number

= Header text (if applicable)

» Reference text (if applicable)

= Name of the user performing specific actions
» Date/time action stamps

The “Document Type” and “Description” fields tell you the business
process associated with the document information.

For example, a ZJ document type description field displays “Cash
Journal Posting.” Because cash journals are only associated with the
cash receipts business process, you know the financial information is
related to revenue collections.

Use entries (when available) in the “Document Header” and
“Reference” text fields to store information that describes the purpose of
the document. Doing this tells reviewers (including you) why this
document was created.

All financial documents contain user information and date/time stamps
that can not be changed. These fields identify who created the
document, who posted the document and when these actions occurred.
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Document Detail Section

All financial documents contain a detail section consisting of two or
more lines of debits and credits that MUST balance to zero before
AASIS will allow a document to post.

Posting keys are two digit numbers used to identify the account type
(general ledger, customer, vendor, etc.) and the posting type
(debit/credit) for that account.

Posting key information appears on the debit and credit lines of all
financial documents.

For example, a ZJ document (cash journal posting) uses posting keys
40 and 50 to restrict entries to GL accounts.

Posting key 40 further defines the entry as a debit to a GL account and
posting key 50 defines an entry as a credit to a GL account.

In many circumstances, the transaction automatically defaults the
document type and posting keys, restricting your account choices in the
transaction.

Note: Not ALL financial transactions default document type and posting
key information. In these cases, you must enter the correct document
type and posting key (per account) for the business process.

Here’s a list of the most commonly used document types in the cash
receipting process.

Table 2: Cash Receipts Process

Commonly Used Document Types

Document Debit Credit

Description Type Posting | Posting | Document Number
Characters Key Key Range

Cash Journal yA 40 50 13000000-13999999

Customer Invoice DR 01 50 18000000-18999999

Customer Payment DZ 40 15 14000000-14999999

EFT Deposit ZD 40 15 14000000-14999999

Special Revenue

M 40 50 47000000-47999999
Fund Transfer

Accounting Document AB 07 17 10000000-19999999

20

2

Note%
[



L &

Chapter 1: Revenue & Customer Receipting
AASIS Overview

Summary

AASIS design elements use State and Federal reporting
requirements, along with the variety of State business
processes, as a blueprint for the current master data structure
and programming logic.

AASIS uses a module and sub-module organizational method
to group related business functions with related transactions.

The master data records, database tables and document types
serve as the basis for system integration.

Some master data records derive important financial
information when you complete an Fl business transaction.

Some master data records, when used in a transaction, trigger
simultaneous background postings.

The master data records most relevant to the cash receipt
process are:

= Business Area

= Cost Center

= Revenue and Asset GL Accounts

= Fund

= Internal Order (determined by your agency)
= WBS Element (determined by your agency)

Document types enable tracking of financial details related to a
specific business function.

Document types, with posting keys, define what account types
can be used in a transaction.

Posting keys define if a debit or a credit is used with the
corresponding account type.
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Internal Controls

To help protect governmental resources, AASIS also supports internal
controls in multiple ways.

Multiple internal controls create a process that helps provide
reasonable assurance regarding the:

» Effectiveness and efficiency of business operations
» Reliability of financial reporting information
= Compliance with applicable laws and regulations

According to Addendum P2-19-5-505 of the Financial Management
Guide, examples of internal controls include:

= Top level reviews of actual performance

= Physical control over vulnerable assets

= Controls over information processing

= Segregation of duties

* Proper execution of transactions

= Appropriate documentation of transactions

The variety of reporting tools, and the real time access to current
information, supports top level reviews of an agency’s performance at
any given time.

In addition, AASIS documentation of assets and inventory helps state
agencies account for vulnerable assets.

Your knowledge of your agency’s guidelines, along with your
knowledge of how AASIS supports your agency’s business processes,
supports making informed decisions when using AASIS transactions.

Agencies can also use the AASIS design to create internal control
measures for personnel to follow. For example, many transactions
provide optional text fields for additional data entry. Agencies can
require personnel to use these optional text fields to maintain a
historical record for the business decisions prompting the creation of
the document.

The number of people involved in completing a business process is
also very important to the internal control process. Segregation of
duties clearly defines the steps an agency takes to ensure fiscal
accountability among employees at all levels.

While the majority of state employees are people of integrity, we can
not ignore the fact that theft does happen in the workplace and we must
take measures to prevent it.
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AASIS Security Roles

AASIS security roles restrict a user’s access to transactions that clearly
“conflict” in business function, supporting segregation of duties and
preventing people from performing multiple business functions
(transactions) that could present a risk of theft to an agency.

Two people are required to complete the revenue receipting process.
Each person must have different role assignments while each person
completes different parts of the process to ensure internal controls.

The person with the Cash Receipts Specialist role receives and counts
the cash, uses the Cash Journal to record individual amounts and other
accounting details, validates cash amounts (re-counts), and then saves
the Cash Journal entries.

The person with the Cash Deposit Specialist role re-counts the cash,
and then reviews and posts the Cash Journal entries (if they are
correct).

Keep in mind, a person can have several role assignments as long as
these assignments are not in “conflict,” and internal control measures
remain intact.

AASIS Park & Post Functionality

While security roles are an important part of AASIS internal controls,
they can not address all of the State’s security needs. As a result, we
use park and post functionality as another form of internal control. With
this internal control, collusion must be present for theft to occur.

One way the park and post functionality supports internal control is by
requiring two users to complete the posting process.

One user creates and parks a document, the other user reviews and
posts it.

To help track document information that has been parked, AASIS
assigns a document type and document number. This means you can
retrieve the parked financial information using a variety of transactions.
You determine which transaction to use based on your reason for
retrieving it.

For example, let’s say you parked a document and later realized you
used an incorrect cost center and fund combination on it. As long as the
document status is still “parked,” you can retrieve it and make
corrections to it using a specific transaction.

You would use a different transaction if you only wanted to display (or
view) a parked document.
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Another way the park and post functionality supports internal controls is
by restricting posting authorization based on transaction settings and
user id versus role assignments.

The combination of multiple role assignments may authorize you to use
both park AND post transactions. However, the park and post
functionality prevents you from ever posting a document you have
parked.

In these cases, the additional security measures of the park/post
functionality instead of the security role assignments prevent you from
parking and then posting your own documents (including any parked
documents you may have made changes to).

Here’'s how it works.

We have removed post authorizations from some transactions
preventing the user from creating and posting a document.

If a “Post” icon does appear on a transaction screen and is grayed out,
the transaction is park only and does not have an active post function.

Once a user creates and parks a document, AASIS prevents that user
or the user who last made changes to the parked document from
posting it. AASIS does this by referencing the user ids for the persons
creating or making the most recent changes to the document.

This means, if you are a reviewer and you make changes to a
document and then save those changes, AASIS logs this and prevents
you from posting the newly revised document. This, in turn, creates the
need for a third reviewer to post the revised document.

You can avoid the need for a third person by asking the user that
created the document to make and save the necessary changes.

EFT deposits use the park and post functionality to help support internal
controls.

One of the unique features of FBCJ—Cash Journal is that it uses the
combination of security roles and transactional settings to support
internal controls, instead of the park and post functionality.

While FBCJ requires two users to complete the revenue receipting
process, the person keying the Cash Journal information saves the
entries instead of parking them.

A saved entry saves the information without assigning the entry to a
document type or document number. This also means access to the
saved entry is limited to the transaction used to create it.

This means users can not retrieve saved entries using other
transactions.

Careful review of parked documents and/or saved entries is probably
the most significant preventative action an agency’s management
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structure can enforce. Doing so can eliminate errors from appearing on
an agency’s financial statements once the information is posted.

Summary

AASIS was designed with careful consideration toward fiscal
accountability and internal controls.

The master data records and document types define the types of
information that a user can enter when completing specific transactions.

Security roles define the specific transactions a user is allowed to
perform in AASIS.

Because AASIS is designed to accommodate multiple business
functions of widely diverse governmental programs/services, we have
also created other forms of system controls such as the park/post
functionality for specific types of transactions.

Because FBCJ—Cash Journal is a unique transaction, the internal
controls are also unique. This transaction uses a combination of
security roles and transactional settings, requiring two people to
complete the cash receipting process.

These controls, designed to work in conjunction with user actions, are a
necessary part of recording financial information in AASIS; enabling the
State to meet all reporting requirements, while supporting individual
business needs of user agencies.
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Chapter 2
Understanding How the Cash Journal Works

Learning Objectives

 Define the Business Processes The Cash Journal Entries
Support

» Define the Functions for Six Cash Journal Design Elements

« Explain the Impact If a Journal Entry Does Not Clear Treasury
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Introduction

As we mentioned in Chapter 1, agencies must account for all received
cash as a part of their normal business process(s). To support this
requirement, agencies post receipt detail entries to at least one Cash
Journal account in the General Ledger.

Posting entries to a cash journal account works differently from other
financial transactions, primarily because entries to these asset accounts
require the use of a unique transaction, FBCJ—Cash Journal .

FBCJ is unique or different from other FI transactions because...

» |tis the only transaction available to post entries to the Cash
Journal accounts.

» |t uses security roles and save functionality to support internal
controls.

= |t requires you to make essential selections using pre-
configured options. AASIS then uses your selections to create
specific document types and account postings in the
background.

= |t requires additional entries based on the business process(s)
associated with the cash (customer receipts and/or revenue
category).

» |t uses another unique transaction, ZBCJ—Cash Journal
Report and Posting (also referred to as the Deposit Slip
Program) to create printed Treasury deposit slips and to park
Special Revenue Fund Transfer documents (see Chapter 3 for
more details about ZBCJ).

= |t supports the Treasury clearing process (BAI file), which is
essential to agencies because agencies can not spend received
cash until it clears Treasury.

Even though it's one transaction, how you use FBCJ is dependent on
your agency’s revenue processes. And, even though your role within
these processes may be limited to receipting the cash, your agency’s
cash balances are directly related to how well you understand and use
FBCJ.

In this chapter, we explain how FBCJ is designed to work.

But before that, we provide an overview explaining how the Cash
Journal works with different revenue processes.

While this overview includes information about the Deposit Slip
Program (ZBCJ), we wait to discuss details associated with this
transaction until Chapter 3.
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Cash Journal Overview

Using transaction FBCJ, agencies record cash receipts and subsequent
deposits to the appropriate cash journal account the same day they
receive the money and take it to Treasury.

Cash receipts can be revenue or customer receipts.
Revenue is further defined using the three classifications below:

» General Revenue (always receipted to Cost Center “383359,”
Fund “AGA0000,” BA “0610").

» Special Revenue (legislatively defined and subject to fees).

= Other Revenue (revenue not defined in the first two categories,
including Federal revenue sources).

As we’ve mentioned, a second transaction, the Deposit Slip Program
(ZBCJ), references the FBCJ entries and uses specific data to create
the deposit slip information.

This program also analyzes the revenue accounts you select when
completing FBCJ, and looks for Special Revenue accounts. It then
totals all Special Revenue entries and prompts users to park a Special
Revenue fund transfer (ZM document type) in the background.

The Special Revenue fund transfer represents the beginning of the
Special Revenue business process.

Receipting Revenue

FBCJ uses two data entry screens and requires two users to complete
the receipting and deposit entries.

The very first selection you make is one of the most important
selections in the process.

Before you ever enter anything in the data entry screens, you must
enter or verify the cash journal number assigned to your agency (or
receipting area if your agency has multiple cash journals).

AASIS uses this selection to identify the Cash Journal GL account that
it posts your entries to.
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The first data entry screen that you complete is the Cash Receipts Tab.
The Cash Receipts Tab records the details for each revenue source
associated with the cash.

Remember in Chapter 1 we said that revenue receipting is the first time
an agency’s detailed revenue collection activities are recorded in
AASIS?

Well, the Cash Receipts Tab is the data entry screen you use to enter
those details for the first time.

The person approving Cash Receipts Tab entries should ALWAYS
validate the information prior to posting it.

The second data entry screen, Cash Payments Tab, records the totals
per fund from the Cash Receipts Tab.

In other words, the Cash Receipts Tab may have 10 detail lines
recorded to the same fund but the Payments Tab contains one
summary line per fund to record the total cash deposited to that fund.

The Cash Payments Tab entries also create a zero closing balance for
the Cash Journal account on that particular day.

As with the Cash Receipts Tab, the person approving these entries
should ALWAYS validate them prior to posting them.

The next few pages illustrate the relationship between the Cash Journal
and the following business processes:

1. Revenue Receipts
2. Special Revenue Receipts & Fund Transfers
3. Customer Receipts

After these illustrations, we begin our detailed explanation of the Cash
Journal design, using Cash Journal 6103.
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Receipting Revenue

Cash Receipts Cash Deposit Specialist Cash Receipts
AASIS Roles Specialist (Enters & (Reviews & Posts CJ Specialist or Cash
Saves CJ Entries) Entries) Deposit Specialist
FBCJ—Cash Journal Entries | R ZBCJ-Deposit Slip
v |
Cash Receipts Tab Cash Payments Tab
\4 l A 4
|:> Receive Revenue Record Deposit Print Deposit
: — — .
Cash Receipts & //L’@ Record Details (Fund Totals) Slip
Deposits Process 9
Steps Take Deposit to
Treasury
Not role related but v

essential to complete

Clear Treasury
the process. —»

(BAI File)

v

Spend Cash
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Receipting Special Revenue

Upon receipt of Special Revenue, Treasury executes a daily program in
their accounting system that moves the monies to holding Fund
“*ASA0000” until month end.

To keep the account activity consistent between Treasury and AASIS,
we have also created Fund “ASA0000” in AASIS.

The BA defines the amount of Special Revenue “owned” by an agency
and the agency’s FBCJ entries define which fund these monies (minus
fees) are distributed to at month end.

We mentioned the Deposit Slip Program analyzes the revenue
accounts you select when completing FBCJ and totals entries for all
Special Revenue GL accounts.

It also prompts users to park a Special Revenue fund transfer (ZM
document type) in the background (see Chapter 3 for a detailed
explanation).

The fund transfer document posts Special Revenue to the Cleared
Cash GL account. AASIS uses the Cleared Cash account on the ZM
document because the fund transfer is internal to our system only,
keeping the account activity consistent between the Treasury and
AASIS.

We must perform this immediate cash transfer to remove the money
from available cash until month end, supporting the legislative
requirements of Special Revenue collections.

On the last working day of each month DFA-OA completes the revenue
distribution process using a ZH document type transferring the cash
(minus fees) back to the agency fund.

This distribution completes the Special Revenue business process for
the month and the agency can now spend the cash associated with the
revenue collection.

30



Chapter 2: Revenue & Customer Receipting
Understanding How the Cash Journal Works

AASIS Roles Receipting Special Revenue
Cash Receipts Specialist Cash Deposit Specialist Cash Receipts or Cash Cash Receipts or Cash State GL
(Enters & Saves CJ (Reviews & Posts CJ Deposit Specialist :  Deposit Specialist Supervision
Entries) Entries) i
FBCJ—Cash Journal Entries - > ZBCJ-Deposit Slip
v |
Cash Receipts Tab Cash Payments Tab ]
. Special Revenue Transfer
! ! ' ; 1l
Receive Revenue Record Deposit Print Deposit AASIS

—_—>
Fund Transfer

<o Record Details (Fund Totals) Slip

Q l

Take Deposit to
Treasury

l

Keeps Account Activities Consistent

Special Revenue Process Steps

v
Clear Treasury Treasury L Special Revenue
(BAI File) 3 Fund Transfer Distribution
54

.

b

Agency Spends
; Cash
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Receipting Customer Payments

When a customer submits payment, the entries you make on the Cash
Receipts tab in the Cash Journal are designed to support the automatic
customer clearing process in the Accounts Receivable (AR) sub-
module.

For automatic clearing to work correctly, AASIS uses your posted
entries on the Cash Receipts tab to post a customer payment (DZ
document type) to the customer’s subsidiary ledger.

During the clearing process, AASIS analyzes all customer document
types and automatically clears those items that contain matching
assignment numbers, amounts and funds per customer account.

This means if the entries on the Cash Receipts tab do not contain the
correct assignment number (invoice document number), customer
account, and amount, the customer account will not clear properly in
the AR sub-module.
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Accounts Receivable

AASIS Accounts Receivable
Roles Specialist

Bill Customer
: gCreate Invoice)
>

C

Print/Mail

Cash Receipts & Deposits Process

Cash Receipts Cash Deposit Specialist
Specialist (Enters & (Reviews & Posts CJ
Saves CJ Entries) Entries)

Cash Receipts or
Cash Deposit
Specialist

FBCJ—Cash Journal Entries

ZBCJ-Deposit Slip

Invoice

Clear-Customer

Cash Receipts Tab Cash Payments Tab
A\ 4 l
.| Receive Cash Record Deposit
| Record Details (Fund Totals)
g
f
o}

v

Print Deposit
Slip

v

Post Customer.

A

Account

Payment Doc Not role related but

essential to complete
the process. —»

33

Take Deposit to
Treasury

v

Clear Treasury
(BAI File)

v

Spend Cash




Chapter 2: Revenue & Customer Receipting
Understanding How the Cash Journal Works

Cash Journal Design Elements

Below is a picture of a Cash Journal (FBCJ) for BA “0610.” It displays
revenue entries for each of the revenue account classifications we
talked about in Chapter 1.

The Cash Journal provides agencies the means to record individual
cash receipt details. It also allows agencies to create one composite
deposit slip for these individual receipts on a daily basis (Treasury
requirement).

The next few pages provide an overview of the four Cash Journal
design elements.

Cash Journal 6103 Company Code ARK
& Save Fost |3 Printcash journal |&5 Change cashjournal | &2 Editing Options

Data selection Balance display for display period
Dizplay period
O07/13/2007 - B7/13/2007 Opening balance 0.0 UsD
4 Today » + Total cash receipts 5,185,880 USD  Number: 4
4 This week » + Total check receipts 8.0 USD  Number 2}
4 Current period 3 - Total cash payments 0.80 UsD Murmber: o
Cash journal: DFAIATP = Closing halance 5,185 80 USD
Company code:  State of Arkansas Cash thereof 5,185.80 USD

Cash payments / Cash receipts h Check receipts

_Eusmesatramsaclmm GiL Do... [Amount Reference Recptrecipient (Cost Center Fund Busi... Postin..|[Text |Assignm... Cust.. Order WBS Element |@|
ADMINISTRATIVE FE.. 4041012000 68,00 2145 Randal Peabody 383230 HSCE181 BE10 [87/13
FEDERAL GRANTS AM.. 4050004000 5,000.00 (785412 At Commission (383338 FIGS000 Lele @73 F 8610, FEDARTADH [~
AUTO LICENSE FEES 4023002000 58,80 9751 ohn Pittsman 383230 HSCE181 BE10 [87/13
EXAMINATION FEES 4811013000 75.00 2198 George Kluney 383350 AGABOAO BE10 [87/13

) @713
|
I xin|

EE |@ Save sel " Post sel HQ Recaipt H‘g Fallgw-on doc

Data Selection

» Provides date or date range selections

= Provides drop down menu options and/or data entry fields to
define the appropriate cash journal number

= AASIS uses your entry/selection to define the Cash Journal GL
Asset account that receives subsequent postings

= Displays stored entries based on date selections
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Cash Journal 6103 Company Code ARK

& Save Fost |3 Printcash journal |&5 Change cashjournal | &2 Editing Options !

Data selection Balance display for display period
Dizplay period
O07/13/2007 - B7/13/2007 Opening balance 0.0 UsD
4 Today » + Total cash receipts 5,185,880 USD  Number: 4
4 This week » + Total check receipts 8.0 USD  Number 2}
4 Current period 3 - Total cash payments 0.80 UsD Murmber: o
Cash journal: DFAIATP E‘ = Closing halance 5,185 80 USD
Cumpanv’ S'ale of Arkansas Cash thereaf 5,185.00 usD
Cash paymefiis " Cash receipts h Check receipts
_Eusmesatramsaclmm GiL Do... [Amount Reference Recptrecipient (Cost Center Fund Busi... Postin..|[Text |Assignm... Cust.. Order WBS Element |@|
ADMINISTRATIVE FE.. 4041012000 68,00 2145 Randal Peabody 323230 HECE1@1 Lele @73
FEDERAL GRANTS AM.. 4050004000 5,000.00 (785412 At Commission (383338 FIGS000 Lele @73 F 8610, FEDARTADH [~
AUTO LICENSE FEES 4023002000 58,80 9751 ohn Pittsman 383230 HECE1@1 Lele @73
EXAMINATION FEES 4811013000 75.00 2198 George Kluney 383350 ABRBDAD Lele @73
) @713
|
I xin|

EE |@ Save sel " Post sel HQ Recaipt H‘g Fallgw-on doc ‘

Balance

Display for Display Period

Displays opening balance, transactional totals and closing
balance for entries made in the selected display period

AASIS displays the sum of the entries on the “Cash receipts”
and “Cash payments” tabs in the “+Total cash receipts” and “-
Total cash payments” fields

The Balance display for display period is updated each time
new entries are saved

Cash Receipts Tab

Records the individual accounting details for each cash receipt
Stores receipting history

Supports customer clearing by using additional data entry
requirements from the ones you use for revenue receipts

Creates one FI document (once posted) for each individual line

Defines the FI document type based on the type of receipt.
AASIS posts a ZJ document for revenue receipts and a DZ
document for customer receipts

Displays the credit details that appears on the posted
accounting document

35

o3
A,

Note%
[



o3
A,

Chapter 2: Revenue & Customer Receipting Note%
Understanding How the Cash Journal Works A

Cash Journal 6103 Company Code ARK
& Save Fost |3 Printcash journal |&5 Change cashjournal | &2 Editing Options
Data selection Balance display for display period
Dizplay period
O07/13/2007 - B7/13/2007 Opening balance 0.0 UsD
4 Today » + Total cash receipts 518580 USD  Number 4
4 This week » + Total check receipts 8.0 USD  Number 2}
4 Current period 3 - Total cash payments 0.80 UsD Murmber: o
Gashjourral  DFAIATR = Closing balance 5,185 B0 LUSD
Cumpanvnnmsale of Arkansas Cash thereof 5,185.80 USD
Cash payment: Cash receipts h Check receipts
_Eusmesatramsaclmm GiL Do... [Amount Reference Recptrecipient (Cost Center Fund Busi... Postin..|[Text |Assignm... Cust.. Order WBS Element |@|
ADMINISTRATIVE FE.. 4041012000 68,00 2145 Randal Peabody 323230 HECE1@1 Lele @73
FEDERAL GRANTS AM.. 4050004000 5,000.00 (785412 At Commission (383338 FIGS000 Lele @73 F 8610, FEDARTADH [~
AUTO LICENSE FEES 4023002000 58,80 9751 ohn Pittsman 383230 HECE1@1 Lele @73
EXAMINATION FEES 4811013000 75.00 2198 George Kluney 383350 ABRBDAD Lele @73
) @713
L
I xin|

EE |@ Save sel " Post sel HQ Recaipt H‘g Fallgw-on doc

Cash Receipts Tab (cont)

= Uses a business transaction number to define which revenue
account AASIS credits on each Fl document

» Uses the Cash Journal number to identify the Cash Journal GL
account which AASIS debits on each FI document

= Provides access to view the accounting document, although it
is not displayed, from FBCJ

» Creates/posts additional background documents based on the
type of receipt (revenue or customer)
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& Save Post

Cash Journal 6103 Company Code ARK

L Printcash journal | @ Change cash journal | 2 Editing Options

Data selaction Balance display for display period

Display period
@7 4132007 - B7/13/2087 Opening balance 0.80 USD
4 Today » +Total cash receipts 5,185 .08 USD  NMumber: 4
4 This week 3 + Total check receipts 0.08 USD  Mumber 0
4 Current period 3 - Total cash payments 5,185.08 USD  Number: 3

Cash journal: DFAIATP = Closing balance 0.8 UsD
any code:  State of Arkansas Cash thereof 0.00 UsD

Cash payments

| cashreceipts | Checkreceipts |

Business transacti..|GIL Do... [Amaount Fund Business .|Cost Center |Reference Test Fasting Date |[Doc. Mumb._|Internal do. |E\
CLEARING TO TRE . [1100001882 75.00 AGROOAE BE10 O7¢13/2007 & 1000008147 | [+]
CLEARING TO TRE..[1100001082 5,000.00 FIGE00E BE1e O7/13/2007 6 1000008143 i
CLEARING TO TRE..[1100001082 110,00 H5CE181 0610 07/13/2007 7 1000000149
(=) 07¢13/2007
| [=]
[ERY]! ]

EuRE =

Save sal H Post sel ||Q Receipt H‘g Follow-on doc,

Cash Payments Tab

Records and displays receipt totals per fund

Creates one ZJ document (once posted) for each individual
line

Displays the debit details appearing on the accounting
document

Uses a business transaction number to define which cash
account (Treasury Incoming, AASIS House Bank or Non-
AASIS House Bank) that AASIS debits on each accounting
document

Uses the Cash Journal number to identify the Cash Journal GL
account which AASIS credits on each accounting document

Creates a zero closing balance in the Cash Journal GL account
when the process is complete. This balance is displayed in the
Balance display for display period section located above the
screen tabs

Provides access to view the accounting document, although it
is not displayed, from FBCJ

Creates/posts a Special Purpose Ledger document in the
background to support fund accounting requirements
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Understanding How the Cash Journal Works

Cash Journal 6103 Company Code ARK

& Save Post| B3 Printcash joumnal | G Change cashjournal | &2 Editing Options

G

Data selection Balance display for display period
Display period
07/13/2007 - 07/13/2007 Opening balance 0.6 UsD
K Today 3 + Total cash receipts 5,185.80 USD  Number: ]
K This week » + Total chack rece its 0.0 USD  Number 0
| 4] currentperiod | B/ - Total cash payments 5,185.80 USD  Number 3
Cash journal DFAIATF = Closing balance 0.80 UsD
Company code:  Gtate of Arkansas Cash thereaf .80 USD
Cash payments | Cashreceipts | Check receipts |
Business. transact ti. |Gl Do... [Amount [Fund Business. Cost Center |Reference Text Fosting Date|Doc. Mumb...|internal do... | [T
CLEARING TO TRE.. 1100081002 7560 AGABOOE 0610 la7/13 /2087 [5 [taoe0anid7| (<]
CLEARING T0 TRE.. 1100081002 5,000, 80 Pﬁsnnn 0610 la7/13/2087 |5 ftaoenaoida| [~
CLEARING TO TRE.. 1100081002 110.60 HSCB1D1  @si0 la7/13 72087 |7 [1a0e0ani 43
3 o7 /1372007
. .
Eil |@ Save sel. || Post s&l. Receipt |2 Follaw-on dac..

RB(DEE (& swese. [E Postse. [ Recept |2 Follovendos.

Cash Journal Tools

The Cash Journal also contains additional tools which may or may not

be helpful to users in specific circumstances.

E

Allows users to delete saved entries that contain errors

correction

Allows users to select all lines with one click

Allows users to de-select all lines with one click

[&_s=esel | Aows users to consecutively save individual lines

within the Cash Journal

NOTE: Printing a receipt prevents deletion and/or
correction of any entries used in conjunction

with this tool

Fost sel.
L} Receipt
A2 Follow-on doc.

Allows users to post selected lines only

background documents for a selected line
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Allows users to view the posted accounting and

o3

Note%
[



' Chapter 2: Revenue & Customer Receipting Notes(//é
Understanding How the Cash Journal Works /A&

Cash Journal: Key Points to Remember

Now that we’ve defined what the Cash Journal screen elements are,
this next section explains each element in more detail, including
important tips to remember when using the Cash Journal.

Using the “Data Selection” Screen Element

Once you have used FBCJ one time, information in the “Data selection”
section element defaults to the cash journal you viewed and/or updated
in your last transaction session. The date on which you last used the
journal also defaults in the “Display period” fields.

Set the current date as the default display period and default posting
date by following the steps below.

Cash Journal 6108 Company Code ARK '

&5 Save Post &2 Print cash journal | B Change cash journal | @2 Editing Options

Data selection Balance display for display period
D5 prrerp=—prette
QF/3s2007 - 071352007 Opening balance
T| Today |T + Tatal cash receipts
| This week ‘ + Total check receipts
| Current period | - Total cash payments
Cash journal: DFA-OFF OF ACC.. = Clasing balance
Company code: State of Arkansas Cash thereof

1. <Editing Options>
The Accounting Options screen displays.
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7] ) (54 Cae 2
Accounting Editing Options

Cash Jml |

Start Options
‘ Last Display Period
@ Display Period Today' |

1 Display Period This Week'
) Display Period Current Period'

Entry Options ~
[ Set Posting Date and Document Date to System Date |
[ |Propose Business Transactions in F4 Help

[|Exclude Closed Cash Journals in 4 Help

2. Select "Display Period 'Today’.”

3. Select "Set Posting Date and Document Date to
System Date”

4. <Save> =l

5. <Back Arrow> &

With these settings, the display period automatically defaults to the
current date. The document and posting date fields (located on the

Cash Receipts and Cash Payments tabs) also automatically defaults to
the current date.
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The “Cash Journal” Field

Cash Journal 6103 Company C
& Save Q Post B Frint cash journal ﬂ

Data selection

Display period
Q7 /1372007 - O7 /1372007

| Today |
| This week |

| Current periad | 3

Always Confirm

Cash journal: DFA, IJ—KTF“
Company code:  State of Arkansas

TIP: ALWAYS confirm the Cash Journal is correct before making any
entries.

This is important because a Cash Journal number defines the GL
account that receives the financial postings for all of the entries you
make.

Because GL accounts can be used by all State agencies, a Cash
Journal does not restrict postings based on business area information.

While security roles DO restrict a user to making entries based on
his/her BA role silos, no system controls prevent you from making these
authorized entries to the wrong GL account.

This means if you do not confirm the Cash Journal information prior to
making and posting entries, you could conceivably record these entries
to the wrong GL account. This, in turn, affects your agency’s financial
statement information.
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The “Display Period” Selections

Cash Journal 6103 Company G

5} Save ﬂ;i Post Q. Print cash journal l_ﬂ

Data selection

Display period
O7/13/2007 - 07 /1372007 '
‘ Today |
‘ This week |
‘ Current period |

Cashjournal.  DFAIATP
Company code:  State of Arkansas

The “Display period” icons allow you to select a specific date or date
range to view stored entries and/or to enter new cash receipts.

TIP: If you have not set the current date as your default date, remember
to click the “Today” icon to select the current date before you begin
entering new cash receipts.

NEW: You can also use the Cash Journal Editing options to default to
the current date every time you execute FBCJ. See the appendix “Cash
Journal Editing Options.”

TIP: Use the navigation buttons m T| to move backward or forward
within a specified period.

Using the “Balance display for display period” Fields

The “Balance display for display period” screen element provides
summary information for entries made in the Cash Receipts and Cash
Payments screen tabs, including opening and closing balances.

Balance display for display period

Opening balance o.oa !SD

+ Total cash receipts 5,185,600 UsSD Murmhber: 4
+ Total check receipts 008 Ush Humber: ]
- Total cash payments 5,186 00 USD Numbet: 3
= Closing balance 0.00 QD

Cash thereof B.ee  Ush

TIP: ALWAYS confirm a zero balance in the “Opening balance” field
prior the making any entries.

TIP: ALWAYS confirm a zero balance in the “=Closing balance” field
prior to posting entries.
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Balance display for display periad

Cpening balance o.eo !!SD

+ Total cash receipts 5 185.00 USD Mumber: 4
+ Total check receipts o080 usp Mumber:
- Total cash payments .185.00 USD Mumher:
= Cloging halance o.og !SD
Cash thereof o080 usp

Using the “Balance display for display period” Fields (cont)

A balance other than zero in the “=Closing balance” field means the
business process is not completed.

AASIS reads all saved and/or posted Cash Journal entries and displays
the total debits in the “+Total cash receipts” field and the total credits in
the “-Total cash payments” field. This is another difference that exists
between FBCJ and other FI transactions.

AASIS adds the totals listed in the “Opening balance” and “+Total cash
receipts” fields. (The State does not use the Check Receipts Tab).

Then it subtracts the total in the “-Total cash payments” field from the
above balance. This determines the closing cash balance for the day.

While AASIS prevents you from entering more cash on the Cash
Payments tab than the total balance on the Cash Receipts tab, it does
not prevent you from posting entries for cash totaling less than the
Cash Receipts entries.

That is why it is important you confirm the closing balance is zero. A
closing balance of anything other than zero indicates you have un-
deposited cash (cash on hand)).

Cashpayments  Cashreceipts | Checkreceipts |

| [Business transaction |GIL Do... Amount  |Reference |Recptrecipient |Cost Center [Fund Busi... [Postin...| Text  [Assignm...|Cust..|Order WBS Elerment \EI
‘ ADMINISTRATIVE FE..[4041012000 @8G 60.00 2145 Randal Peabody 383230 HSCE1 01 BE1D |07 /M3, E
‘ FEDERAL GRAWTS AN..|[4058004000 @©@ 5,000 00 735412 Art Commission (383338 FIGS000 BE1D |OF/M3.. F 0610 FEDARTADM (=]
‘ AUTO LICEWSE FEES 4823002000 @O@ 6000 9761 ohn Pittstnan (383230 HSCA101 BE1O D713

‘ EXAMINATION FEES [4811013000 @8G 75.800 2198 George Kluney 383359 AGARDOO BE1D |07 /M3,

Using the “Cash Receipts” Tab

Tip: Use the GL revenue account numbering conventions to select the
correct business transaction for revenue receipts

Tip: Use Business Transaction “1” for customer receipts (ALWAYS)

Tip: Enter the GL revenue account number (taken from the customer
invoice) in the “Text” field for customer receipts

Tip: Enter a Statistical WBS Element for Federal Grant and capital work
revenue receipts.
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AASIS uses transactional settings and your entries to post individual ZJ
(Cash Journal) documents for each revenue receipt line you enter on
this tab.

AASIS uses transactional settings and your entries to post individual DZ
(Customer Payment) documents for each customer receipt line you
enter on this tab.

The lines you see displayed on this tab are the credit entries in the ZJ
and/or DZ documents.

AASIS uses the posting of the ZJ document to post additional
background documents in other sub-modules, supporting system
integration for reporting purposes.

Revenue Receipt Postings

Our next two illustrations show you the accounting and background
documents AASIS creates for revenue receipts.

Note: The Cash Journal entries must be posted before you can view
document information.

When we double clicked line one, the “List of Documents in Accounting”
screen appeared.

Cash Journal 6103 Company Code ARK

&5 Save Post | & Print cash journal | G Change cashjournal || @2

Eta selection || Balance display for display perio
[ = List of Documents in Accounting
Documents in Accounting .
Object type text Doc. Mumber ipts
Accounting document 0013000085 —
Spec. purpose ledger 1000081800
4 Controlling Document 0100090300 !
| Funds Management doc 1000086090

& | original docurment | O | &

Business transaction  |GIL 0. |Amount Reference |Recptr
ADMINISTRATIVE FE.. 4041012000 GO.08 2145 Fandal
FEDERAL GRANTS AN.. 4050004000 @O 5, 000.00 785412 wrt Co
MUTO LICENSE FEES 4023002000 @O 50.00 9751 John Piy
|_|E}(P.MIN.“.TIDN FEES 4011013000 @0 TH. OB 2198 Georgel

jw]

As you can see, AASIS has created four documents:

1. Accounting document—Cash Journal (ZJ document type):
Records a debit to the Cash Journal GL account and a credit to
the Revenue Account derived from your business transaction
selection. We show you how to use the accounting document
number in Chapter 7.
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Cash Journal 6103 Company Code ARK

&2 Save Post || Printcashjournal | B Change cashjournal | &7

Data selection || Balance display for display perio

W[ = List of Documents in Accounting
Documents in Accounting s
Ohject type text Doc. Mumber ipts
Accounting document 0013000065 ants
Spec. purpose ledger 1000031800

{ Caontralling Dacument 0100080300

| Funds Management doc 1000086090

&1 | original document | &2 %

| |Business transaction |Gl Do... |Amount Reference |Recptr
| ADMINISTRATIVE FE..|4041012000 @90 fi0.00 2145 Randal
| FEDERAL GRANTS AN.. 4050004000 |@@@|5,6000.00 785412 Wt Co

| AUTO LICEWSE FEES |4023002000 @00 50,00 8751 Jahn Pi
| EXAMINATION FEES 4011013000 ©9G 7500 21498 George

2. Spec. [Special] purpose ledger—SPL document: AASIS reads
posting information on accounting documents and uses
additional document settings to add fund information to
document lines. This supports State fund accounting
requirements and is an example of system integration.

3. Controlling Document—records the credit entry made to the cost
center and supports managerial reporting.

Another example of system integration, this posting allows
managers to run controlling reports to determine account activity
for their assigned areas of responsibility.

4. Funds Management doc—records the receipt of cash and
supports cash reporting when using FM reporting transactions.

With one posting AASIS has recorded data that supports multiple
business purposes.
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Below are the accounting entries on a ZJ document we selected on the
previous page.

@& Display Document: Overview

2 uqg | && Display currency

Docurment Number 13000065 Company Code ARK Fiscal Year 2008
Document Date oy 132007 Fosting Date 71342007 Period 1
Reference 2145 Crass-CC no.

Currency uso Texts exist

g)al< @[ we) [Za] =) [B[Ga[@E]|=a][)H]

Itm | P Account Description BusA|Cost Center |Fund AmountEText
1401000610004 |CJDFADET0# 004 0610 g0.00
2|50 4041012000 |Administrative Fees 0610383230 HSCE101 f0.00

Line one contains a debit to the Cash Journal account. AASIS uses the
“Cash Journal” field entry to define the accounting information on this
line. This is why we stress to you to ALWAYS confirm the Cash Journal
name in the Data Selection screen element.

Line two contains the entries made in line one on the Cash Receipts
Tab. AASIS uses the “Business Transaction” selection to identify the
revenue account listed on the document.

FBCJ is configured to assign posting keys (debits/credits) based on the
business transaction selections you make.

Customer Receipt Postings

AASIS posts one DZ document (Customer Payment) and one SPL
background document for each posted customer receipt line. The FM
and CO background documents were posted when the customer
invoice posted.

We illustrate a DZ document in Chapter 5.
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Using the “Cash Payments” Tab

Cash payments k Cash receipts k Check receipts |

Business fransacti... |GiL Do... [Amount Fund Business ...|Cost Center |Reference Text Fosting Date|Doc. Mumb

Internal do

1606000147

‘7
‘ CLEARING TO TRE. 1100881062 @O T BO |AGABAOO Be10 A7 1372007 5
‘ CLEARING TO TRE. 1100001002 |@0C 5,000.00 FIGS000 0610 071372007 B

1000000148

CLEARING TO TRE. (1100001002 @@ 116,80 HSCE101 BE1E o7 i13r2o07 7

1000008149

Use summary entries on this tab to record revenue deposits by fund. A
summary entry is the total amount receipted to one specific fund on the
Cash Receipts Tab.

This means one fund may have multiple line entries on the Cash
Receipts Tab but on the Cash Payments Tab, that same fund has only
one line entry.

AASIS calculates the cash entries for a particular fund on both tabs. If
the amount entered on the Cash Payments Tab is greater than the
amount entered on the Cash Receipts Tab, AASIS will not post the
Cash Payment Tab.

Think about this. You can not deposit cash that you do not have.
Conversely, if the amount entered on the Cash Payments Tab is less
than the amount entered on the Cash Receipts Tab (for a particular
fund), AASIS will post the Cash Payments Tab.

From the perspective of the AASIS calculations, you CAN deposit less
cash than what you have “on hand.”

From the business process perspective (and reporting requirements),
this is not acceptable and is considered a posting error, even though
AASIS does not prevent you from posting it.

Like the Cash Receipts Tab, AASIS uses your entries to post a ZJ
document and then uses the ZJ document to post an additional
background document.

Contrasting with the Cash Receipts Tab, the Cash Payments Tab
displays the debit entries AASIS makes in the posted documents.

AASIS uses the selected business transaction to debit the Treasury
Incoming Cash account (or appropriate House Bank/Non-AASIS House
bank) on these documents. This records the revenue deposit per fund.

AASIS then uses transactional settings to credit the Cash Journal GL
account. This settles the Cash Journal GL account, creating the zero
closing balance that denotes balanced entries between the two tabs.

CAUTION: Remember, recording the deposit does NOT mean the cash
is available to spend. The deposit must clear the BAI (Treasury)
automated clearing process before cash can be spent.

BAI clearing credits the Treasury Incoming account and debits the Cash
in State Treasury account. The Cash In State Treasury account is
commonly referred to as “Cleared Cash.”
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Cash Journal (Both Tabs) Postings

Our next two illustrations show you how the accounting documents from
each Cash Journal tab clear the Cash Journal account and record the
deposit to the Treasury Incoming or appropriate House Bank account.

Note: We use the same steps to view the documents as we did on the
Cash Receipts Tab.

This first example shows the ZJ documents for Fund “FIGS000” from

both Cash Journal tabs. In this example, each tab had one line entry for
the fund.

The entry on the Cash Receipts tab offsets the entry on the Cash

Payments tab, creating a zero closing balance in the Cash Journal
account.

ZJ Document: Cash Receipts Tab

Display Document: Overview
% o & & 53 Display currency

2

Note%
[

Document Number 13591950 Company Code  ARK Fiscal Year 2008
Document Date  07/13/2007 Posting Date 07/13/2087  Period 1
Reference #785412 Cross-CC no. )
Currency UsD Texts exist = _CaSh Recelpts Tab
BEMRIERERIEFEEREE Debits Cash Journal Acct
[tetn| PR ArCcount Description BusA  |Cost CtrlFund E Untyc“’ng doc.
1]40 |1000610004|CJ DFA 0610 #004  |D610 5,000.00
2|60 |4050004000 |Fed Grarts/Reimburse (0610 |383338 |FIGS000] 5,000 00-
- 0.00

ZJ Document: Cash Payments Tab
Display Document: Overview |

Notice the entries to the Cash Journal account balance to zero.
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D @ & @ &% Display currency Cash Payments Tab
Cocument Mumber 13531852 Comparny Code ARK Fiscal vear Cr?dlts CaSh Journal Acct
Document Date 7 /13/2007 Posting Date B7/13/2007  Period Using Total Amount
Reference Cross-CC no. Receipted to Fund On The
Currency USD Texts exist =] Cash Receipts Tab
&5 (815 [60]% 2 (2 2% [S[@E[@ e 1] @)

ltem|Pk |Account Ciescription Busa | Cost CtrFund £ Amount|Text |(Clrng doc.

1150 1000610004 | CJ DFA Q510 # 004 (0510 5,000.00

2|40 1100001002 | Treasury Incoming (0610 FlZs000| 5 00000

- 0.00
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This second example shows the ZJ documents for Fund “HSC6101”
from both Cash Journal tabs. In this example, the Cash Receipts tab
had two entries for Fund “HSC6101.”

If a fund has multiple receipts (entries) recorded on the Cash Receipts
tab, these multiple entries, when added together, create the zero
closing balance for the Cash Journal account.

ZJ Documents: Cash Receipts Tab

Display Document: Overview
% gy & & &3 Display curency

_ Cash Receipts Tab
Document Mumber 13591948 Company Code  ARK Fiscal veq . .
Document Date 07 /1372007 Posting Date a7 /1372007 Period De.b”_:s CaSh Journal ACCt USIng
Peference #9445 Cruss.CC no. Individual Amount Receipted to
CUrrency so Texts exist = Fund
HIBRERERIERERIEEREEERIIE
ltem|PK  |[Account Description BusA |Cost CtriFund zAmount| Text ﬁg doc.
1140 1000610004 |CJ DFA 0610 # 004 |0610 £0.00 >
2|80 4041012000 |Administratve Fees|0610  |383230 [HSCE101 6000
= 0.00
Display Document: Overview
i '| @
Z|\ K & Dicpley curency Cash Receipts Tab
Docurnent Murmber 13581851 Company Code ARK Fiscal Yegd Debits Cash Journal Acct Using
Document Date 07 /134 2007 Fosting Date 07 /1342007 Period Individual Amount Receipted to
Reference #9751 Cross-CC no.
: Fund
Currency UsSD Texts exist ]
ElIREIREEIEBEEIEEEEE R
ltern|PK  |Account Description Bus& |Cost Ctr{Fund = Amount| Text ﬁg doc.
1140 1000610004 |CJ DFA 0610 # 0040610 20.00 )
2|50 4023002000 (MY License Fees  |0610 383230 |HSCE101 a0.00
= 0.00

ZJ Document: Cash Payments Tab
Display Document: Overview

2y G & A% Display currency

Cash Payments Tab

Document Number 13531953 Compary Code ARK Fiscal e Credits Cash Journal Acct Using
Document Date 07 /1342007 Pasting Diate 07 /1342007  Period Total Amount Receipted to Fund
Reference Cross-CC na. On The Cash Receipts Tab
Currency UsD Texts exist O

EHIBREEERERERIEER EE R
ftem|Fk  |Account Description BusA | Cost Ctr|Fund £ Amount| Text Irng doc.

1150 1000610004 |CJ DFA D510 # 004 |0610 110.00
2040 1100001002 | Treasury Incoming (0610 HSCe101( 11000
= 0.00

Notice the total debit entries on the ZJ documents from the Cash

Receipts tab is offset by the credit on the ZJ document from the Cash
Payments tab.
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Posting Entries—Closing the Journal

We've already mentioned FBCJ requires two people with different role
assignments to complete the transaction.

= Agency Cash Receipts role—enters and saves entries to both
the Cash Receipts and Cash Payments tabs.

= Agency Cash Deposits role—reviews and posts saved entries.
This person can not enter and expect to save any information to
the Cash Journal. The function of this role is for posting only.

Tip: While both persons should use the Balance display for display
period section to confirm cash balance information, it is essential the
person with the Agency Cash Deposits role confirms a zero balance

prior to posting entries.

&2 Save Fost | O3 Printcash journal

Cash Journal 6103 Company Code ARK

G Change cash joun

Data selection

Display period

a7 #137/2007 -
T Today _D
4 This week »
Al i

a7 132087

Current period

Balance display for dis

2

Note%
[

Confirm & Proceed—Zero Closing Balance

Cashjoumnal:  DFAIATP L= |

Company code:  State of Arkansas

Opening halance o.ea uUsh
+ Total cash receipts 5,185.008 USD Mumbhber: 4
+ Total check receipts o.e8 ush Mumber: [0}
- Total cash payments 5. 185.80 Us umber: ]
|| = closing halance 080 USD !
Cash thereof 0.8 UsD

Cash payments

' Cashreceipts | Checkreceipts |

| |Busines...|GiL Do... |Amount

Reference Recpt recipient

Caost Center

Fund

Busi...

Fosting Date

| ADMINIS . |4041012000 | @O 60.00 (2145

Randal Peahody

383230

HSCE101

Q610

07 /1342007

| FEDERAL .. 4050004000 | @O

5,000.00 785412

Art Commission

383338

FIG5000

Q610

o7 /13/2007

Tip: The authorized person conducts his/her review by...

= Confirming accounting entries made on each line on both tabs

= Verifying cash amounts by re-adding the receipts

= Posting the Cash Receipts Tab (must receive cash before you

can deposit cash)

= Posting the Cash Payments Tab (records deposit to Treasury or
other financial institutions)
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2

Note%
[

Cash Journal 6103 Company Code ARK
£ Save Post O3 Print cash journal @ Change cash journal || &2 Editing Optia STOP| C|OSIng Balance EXIStS
Data selection Balance display for display period
Display period
07/22/2007 |- O7/22/2007 Opening balance o.oo0 UsD
Today » + Total cash receipts 5,110,680 UsSD Number: 3
This week » + Total check receipts 0.60 UsD MNumber. €}
Current period b - Total cash payments 5,060.00 USD N‘ 2
Cash journal: DFA IATP = Closing balance 50.00 UsD I
Company code State of Arkansas Cash thereof EO.00  USD
Cash payments ' Cash receipts k Check receipts |
Business tr... |5/l Do... |Amount Reference Recpt recipient Cost Center  |Fund Busine... |Post
ADMINISTR.. 4041012000  @o@ 60.00 #2175 Randal Peabody 383230 HSCE101 0510 07 /3
FEDERAL G..[¢050004000 @20 5,000.00 #705412 Federal Commission (383338 FIGSO00 0510 07 /3

Tip: DO NOT post Cash Journal entries if the “=Closing balance” field
displays a balance.

This means all the cash has not been accounted for on the Cash
Payments tab and the business process is not yet completed.

Posting the Cash Journal

Every time the person with the Agency Cash Deposit role selects the
“Post” icon, AASIS displays this message.

Information

journal

v @

AASIS is telling the user he/she can not save entries to the Cash
Journal. This message, however, does not prevent the user from
posting the entries that have been entered and saved by another user.

Pressing “Enter” acknowledges the message, closes the message
window and posts the entries on the displayed tab.
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Summary

1. We use transaction FBCJ—Cash Journal to meet the State’s
reporting requirements for receipting/depositing received cash.

2. FBCJ requires two users to complete the transaction.

One user enters and saves entries.

The second user re-counts cash amounts, reviews
accounting entries and posts entries.

3. Entries to a cash journal account are made differently than in
other financial transactions.

4. Never begin new cash journal entries if the “Opening balance” or
“=Closing balance” fields do not display a zero balance.

5. Never begin new entries until you confirm the defaulted Cash
Journal selection.

6. FBCJis unique because...

It is the only transaction authorizing entries to the Cash
Journal Asset accounts.

It requires you to make essential entries using pre-
configured selections.

It uses save and post functionality.
It uses your selections to make specific account postings.

It uses another unique transaction, ZBCJ—Cash Journal
Report and Posting (also referred to as the Deposit Slip
Program) to create printed Treasury deposit slips and to

park Special Revenue Fund Transfer documents.

It supports the Treasury clearing process (BAI file), which
is essential to agencies because agencies can not spend
received cash until it clears Treasury.

In our next chapter, we explain how ZBCJ—Cash Journal Report
and Posting (Deposit Slip Program) uses the FBCJ entries to help

you:

1. Summarize totals per fund on the Cash Receipts tab.

2. Park a Special Revenue Fund Transfer document.

3. Print deposit slips for Treasury funds.
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Chapter 3
Understanding How the Deposit Slip Program Works

Learning Objectives

 Define 3 Primary Uses for Transaction ZBCJ

« State How to Avoid Parking Duplicate Special Revenue Fund
Transfer Documents

Cash Journal Report and Posting
B [

Selection Criteria for Cash Journal Report

Company Code ARE ta ﬁ
FPosting Date 71342007 to
Cash Jourhal Number 6103
Business Area ta @
PRINTER ascy

Cash Journal Run Process

_Assignment S Invoice Inguiry
Assignment/ Invaice Number

) Daily Gash Receipt Summary
() Create Deposit Slip

) Create Master Deposit Slip

Deposit Slip Creation Criteria

@ Cagh Journal Deposit Slip

(' GL cleared doc. Depaosit Slip

GL cleared documents to
() GLuncleared doc. Dep. Slip

() Z0 GL Deposit Slip
ZD Document Mumber

Cash journal numbers to

Clearing Summary Creation Criteria

@ Cash Journal Clearing Sum.

Class Code: CRCD-RC
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Introduction

Part of what makes FBCJ a unique transaction is the relationship it has
to another transaction, ZBCJ-Cash Journal Report and Posting
(more commonly called the Deposit Slip Program).

While FBCJ records the receipt and deposit of cash to the appropriate
funds and GL accounts, the business process does not end with the
cash journal entries.

ZBCJ plays an important role in the revenue receipting process by
providing two main business functions, the Clearing Summary Report
and the Deposit Slip Program.

The Clearing Summary Report reads FBCJ Cash Receipts Tab
entries and...

=  Summarizes entries per fund on the Cash Receipts Tab. This
helps you maintain a zero closing balance by calculating fund
totals for you before you complete the Cash Payments tab.

= |dentifies total amounts of receipted Special Revenue per fund.
This tells you how much cash must be transferred to ASA0000.

The Deposit Slip Program reads your FBCJ (both tabs) entries and...

= Allows you to exclude cash funds from Treasury deposit slip
information.

= Prompts you to park a Special Revenue Fund Transfer
document, beginning the Special Revenue business process.

= Prints formatted deposit slips for Treasury funds and Electronic
Fund Transfers (EFTS).

The selection criteria you enter prior to executing ZBCJ defines how
you use the transaction.

Even though we illustrate the business functions of the Clearing
Summary Report and Deposit Slip Program in this chapter, our intent
here is to help you understand how ZCBJ is designed to work with
transaction FBCJ.

We provide step by step instructions for using this transaction in
Chapters 4 and 5.

Clearing Summary Report

When the Cash Receipts Tab contains several receipts to several
funds, let AASIS help you with your entries on the Cash Payments Tab.

As we mentioned in Chapter 2, the Cash Payments entries record totals
by fund. Before making any entry on the Cash Payments Tab, use the
ZCBJ—Clearing Summary Report function and let AASIS calculate
these totals for you.
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To take advantage of the Clearing Summary Report features all you
have to do is:

1. Complete the top section of the ZBCJ selection screen
2. Select the “Clearing Summary Report” radio button

3. Execute

Cash Journal Report and Posting

® &
Selection Criteria far Cash Journal Report
Company Code ARK to o
Fosting Date ari13rzoey to o
- Cash Journal Number 6103
Business Area to o
PRINTER ascy

Cash Journal Run Process
Assignment § Invoice Inguiry
Assignment S Invoice Mumber
Daily Cash Receipt Summary
Create Deposit Slip
Create Master Deposit Slip
Deposit Slip Creation Criteria
@ Cash Journal Deposit Slip
GL cleared doc. Deposit Slip
GL cleared documents to =2
GLuncleared doc. Dep. Slip

ZD 5L Deposit Slip
Z0 Document Mumber

Clearing Summary Creation Criteria
@ Cash Journal Clearing Sum.

These selections tell AASIS to:

1. Read all saved entries on the Cash Receipts Tab. Note: AASIS
will not display information if the entries have not been saved in
the Cash Journal.

Total all amounts per fund.

Write a list that displays total amounts per fund from the Cash
Receipts Tab.

4. Analyze all GL accounts (based on the “Business Transaction”
selection) and identify Special Revenue GL accounts.

5. Write a list for Special Revenue entries that displays the agency
“receipting” fund, the GL account number and the amount which
will be transferred to Fund “ASA0000” when you run the Deposit
Slip Program.
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Using this programming logic, the Clearing Summary Report displays
the requested information in two sections.

The top section provides the fund totals you use to complete entries on
the Cash Payments Tab. The left side displays the Cash Receipt totals.
The right side displays the fund totals you enter on the Cash Payments
screen tab.

The bottom section lists the amounts which will be reclassified as
Special Revenue. This section also identifies, by fund, the agency
receipting fund and GL account.

AASIS records the total amount for all listed receipts on the Special
Revenue fund transfer document that you park when creating the
deposit slip.

Cash Journal Report and Posting
€4

ARKANSAS REWENUE RECEIPTS DEPOSIT
Report Mame ZFIGLROOOT _CASH_JOURNAL [ CLEARTING SUMHARY RT ) Page 1
Report Ran By: TLLANGSTON Date: O7/34/2007

Posting Date = 0O elulchy

SR Fund Totals

Receipt Receipt Receipt Receipt Payment Payment .

CJ Fund CJ Accaount Assigrment | CJ Amount CdJd Fund CJ Amount Documg Llsts amounts, by fu nd’ you Should
FIGSDO0 5, 00068 FI65080 5,000.00 | Item H

HSCE181 11068 HSCE181 110 .00 | Item H enter On the CaSh Payments Tab'
NFADDE3 9008 NFADEE3 960 08 | Item H

Total for DE10 5,200 08 5,200 00 |

ACCOUNTS TO BE RECLASSIFIED TO SPECLAL REVENUE FUNDS SpeCial Revenue
Sicﬁlﬁﬁ EiE:;E;unt Eicﬁfngﬁnt 6L Fund 6L Amount Lists amounts, by fund and GL
HSCE1 81 4023062080 50.A0 | ASADAOD 50.00 account, classified as SpeCiaI
Total for D10 50.00 50 00 Revenue.

Compare the fund totals (above) on the Clearing Summary Report with
the Cash Payments Tab (below) entries.

Notice the totals, per fund, match on both screens.

Cash Journal 6103 Company Code ARK
£ Save Post | B Print cash journal G5 Change cash joomal | 2 Editing Options

Data selection Balance display for display period
Display period

07 /13/2007 - OF f13/2007 Opening balance 0.00 USD

Today T + Total cash receipts 5,200.00 USD Mumber: 4

This week » + Total check receipts 0.00 USD MNumber: c]

Current period L - Tatal cash payments 5,200.00 USD Number: 3
Cash journal: DFA IATF = Closing balance 000 UsD
Company code:  State of Arkansas Cash thereaf 0.00 UsD

Cash payments k Cash receipts k Check receipts | ?

Business transaction |G/L U...”Amuum Fund Business ... |Reference Cost Center |Text
CLEARING TO TRE.. 11000010802 M| 5,000.00 FIGSE00 0610
CLEARING TO TRE.. 1100001002 ud| 110. 00 |HSCE101 o610
CLEARING TO TRE.. 1100081002 mq| 90. 00 NFADGQ3 0510

[w]
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Deposit Slip Program—Creating the Deposit Slip

For a deposit to be credited by Treasury on the same day it is received,
agency personnel must take the cash and 3 copies of a deposit slip to
Treasury no later than 2:00 p.m.

Any deposits received after 2:00 p.m. are credited to the next business
day, meaning the cash is not available for the agency to spend until at
least two days after the deposit is made.

Remember, deposits must clear Treasury before cash is available for
an agency to spend.

Treasury requires a separate deposit slip for each Electronic Fund
Transfer (EFT).

This means agencies that receipt both cash and EFT(s) in a single day
must use different transactions to record receipt of the monies and print
separate deposit slips.

The Deposit Slip Program reads specific Cash Journal entries and
creates a composite deposit slip. The deposit slip contains the...

= Fund (taken from Cash Receipts tab).
= Revenue GL Account (taken from Cash Receipts tab).
=  Payment Document Number (taken from Cash Payments tab).

=  Amount per fund per GL Account (taken from Cash Receipts
tab).

The BAI file (Treasury clearing) then matches total amounts by
document number before moving the cash from the Treasury Incoming
GL account to the Cash In State Treasury GL account, making it
available to spend. If your Cash Journal entries contain an error, the
entry will not automatically clear Treasury and your agency’s cash will
not be available to spend until corrected.

Notes(//é
/A

FBCJ—Cash Journal Entries Treasury Clearing (BAI File)

Deposit Slip Program

L ! | Matching Totals By Doc #
Cash Receipts Tab Cash Payments Tab
. ; {
Deposit Slip: Fund Deposit Slip: Doc #'s Clears Treasury
¢ v
Deposit Slip: GL Acct Cash Available to Spend
[ )
Deposit Slip: Amount
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Because Treasury requires a separate deposit slip for each EFT, you

can not record the receipt of an EFT along with other cash receipts in
the Cash Journal.

Instead, you use FB50—G/L Account Document to post an Electronic
Fund Transfer (ZD document type).

The additional transaction provides another source for the Deposit Slip
Program to read for deposit slip information.

FB50—EFT Receipts

v
Deposit Slip Program

v
ZD Document Details

Treasury Clearing (BAI File)

Matching Totals By Doc #

A

Deposit Slip: Fund
GL Acct
Amount ¢
Doc #

A

Clears Treasury

Cash Available to Spend

If you use a Special Revenue account number in either transaction
(Cash Journal and/or FB50), the deposit slip program recognizes these
entries as Special Revenue. It displays the total amount which will be
transferred before prompting you to park the Special Revenue Fund
transfer document.

Your initial ZBCJ selections tell AASIS where to look for the deposit slip
information.

To format and print a deposit slip for Cash Journal entries:
1. Complete the top section of the ZBCJ selection screen.
2. Select the “Create Deposit Slip” radio button.
3. Execute the transaction.
To format and print a deposit slip for ZD documents (EFT):
1. Complete the top section.
2. Select the “ZD GL Deposit Slip” radio button.
3. Enter the ZD document number.
4. Execute the transaction.
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Let’'s compare differences in ZCBJ selections when printing a deposit
slip for Cash Journal entries versus a single deposit slip for EFT

deposits.
Deposit Slip for FBCJ Entries

o

Deposit Slip for EF]

Notes /4
[

Cash Journal Report and Posting
& [

Cash Journal Report and Posting
@ &

Selection Criteria for Cash Journal Report

Selection Critetia for Cash Journal Report

Company Code 4RE Company Code LRE
Paosting Date AFI13707 Pasting Date A7 13707
Cazh Journal Mumber G103 Cash Journal Mumber G103
Business Area Busziness Area
PRIMTEF: asch PRIMTER: asch
Cazh Journal Run Process Cazh Journal Run Process
Aszignment fInvaice Inguiry Aszignment £ Inwoice Inouiry
Azsignimernt ! invoice Mumber Aszignment S Imvoice Mumber
Daily Cash Receipt Summaty Daily Cash Receipt Summary
[ Creafe Depostt o | @ Create Deposit Slip
Creste Master Deposit Slip Create Master Deposit Slip
Deposit Slip Crestion Criteriz Depostt Slip Crestion Criteria
@ Cazh Journal Deposit Slip Caszh Journal Deposit Slip
GL cleared doc. Deposit Slip GL cleared doc. Deposit Slip
GL cleared documerts Gl cleared documents
GL uncleared doc. Dep. Slip GL uncleared doc. Dep. Slip
ID GL Deposit Slip @) 7D GL Deposit Slip
Z0 Documert Mumber LD Documert Mumber 14114095

Caszh journal numbers

Clearing Summary Report
Clearing Summary Creation Criteria
2 Cash Journal Clearing Sum.
GL cleared doc. Sum Ryt

GL uncleared doc. Sum Rt

Cazh journal numbets

Clearing Summary Report
Clearing Summary Crestion Critetia
@) Caszh Journal Clearing Sum.
GL cleared doc. Sum Rpt

GL uncleared doc. Sum Rpt

AASIS reads your Cash Journal
entries for deposit slip information.
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AASIS reads the ZD document
details for deposit slip information.

2



Chapter 3: Revenue & Customer Receipting

Understanding How the Deposit Slip Progr am Works

Deposit Slip Program—Special Revenue Fund Transfers

As we've mentioned, if a receipt(s) is credited to a Special Revenue GL
account, the deposit slip program also prompts you to park a Special
Revenue Fund Transfer document (ZM document type).

AASIS parks the document in the background and DFA-OA posts it.
While the person or persons with the Agency Cash Receipts role can
park the document, most agency users are unable to display the parked
document. Agency users can, however, view the posted funds transfer
document.

This happens because access to the GL account on the document type
is restricted.

Here’s how the deposit slip program parks the Special Revenue Fund
transfer document.

Once you execute ZBCJ, the Deposit Slip Program displays summary
totals by fund and GL account to be printed on the deposit slip. The
bottom of the screen identifies the amount AASIS will include on the
Special Revenue Fund Transfer document.

Cash Journal Report and Posting
& & Print Deposit Slip

ARKAMSAS REVENUE RECEIFTS DEPOSIT
Report Hame ZFIGLREOET_CASH_JOURMAL ( DEFODSIT SLIF )

Report Ran By: TLLANGSTON

Page: 1
Date: OF#34/72007
Posting Date = 07/13/2007

CJ Fund

CJ Account

CJ Amount

GL Fund

GL Amount

Agency - 0610
Receipt Receipt GL Payment Receipt Payment Payment
CJ Fund CJ Account Doc. Number | Cd Amount CJ Fund Cud Amount Document Status
FIGsO00 4050004000 13581952 5,000.00 o060 Item Posted
HSCE101 4023802000 13581563 50.00 0.00 | Item Posted
HSCE101 40416812000 13591553 80,80 0.00 | Item Posted
MFADOOS 4041050000 13581554 80.00 0.00 Item Posted
Total for 0610 5,200.00 0.0

ACCOUNTS TO BE RECLASSIFIED TO SPECIAL REVENUE FUNDS
Receipt Receipt al=im=ayaan

HSCE101

4023002000

50.00

ASADDOD

50.00

Total for 0610

50.00

50.00

When you press the “Print Deposit Slip” icon

system message appears:

"' to cancel posting.

& Print Deposit Slip

this

59

2

Notes /4
7\



Chapter 3: Revenue & Customer Receipting
Understanding How the Deposit Slip Progr

am Works

AASIS is prompting you to park the fund transfer document. Pressing
the “Enter” icon tells AASIS to park the ZM document.

FOST ACCOUNTS TO BE RECLASSIFIED

(&) Continie posting ASA to GL?

%! to cancel posting.

v R

Special Revenue: Remember These Key Points

Deposit Slip Program—Exclude Cash Funds

For agencies that receipt both Treasury and Cash funds, the deposit
slip program also allows agencies to exclude cash fund information

All Special Revenue is legally subject to fees before an agency
spends it. This means the fund transfer is legally mandated for
all Special Revenue receipts. Press “Enter” when printing a

deposit slip for the first time.

Avoid duplicate transfers! If you need to create a duplicate
deposit slip, use the “Cancel” icon El :

This selection prevents you from parking another fund transfer
document (removing more money) while allowing you to use the
Deposit Slip program to create another deposit slip for a specific

from the deposit slip.

Cash Journal Report and Posting
&

Cash Journal Run Process
Azsigrment S Irvoice Inguiry
Aszignment / Invoice Mumber
Daily Cash Receipt Summary
@ Create Deposit Slip
Create Master Depost Slip
Deposit Slip Creation Criteria
Cash Journal Deposit Slip
GL cleared doc. Deposit Slip
GL cleared documents ta
GL uncleared doc. Dep. Slip

@ ID GL Deposit Slip
ED Document Number 14114085

Carzh journal n

2

Note%
[

Clearing

Accounts to exclude from table

Clearing St

8 Cash
GLcl
GLun

Lpdate exclude table with Fund

l Accounts to exclude from table

Update exclude table with Fund

60



' Chapter 3: Revenue & Customer Receipting
Understanding How the Deposit Slip Progr am Works

Revenue Receipting: Pulling It All Together

Agencies use FBCJ—Cash Journal to record cash receipt and deposit
details. Agencies also use ZBCJ—Cash Journal Report & Posting to
validate deposit entries in FBCJ and to print deposit slip information for
Treasury funds.

Because Treasury requires a single deposit slip for all EFT receipts,
agencies use FB50—G/L Account Document to receipt the electronic
transfer and ZBCJ (using different selection criteria) to print the deposit
slip information (see Chapter 5).

Both FBCJ and ZBCJ are each unique transactions designed to support
different revenue collection processes. These business processes also
define the type of selections you must make when using these
transactions.

Cash Journal: Key Points to Remember
1. Designed to record revenue and customer receipts.
2. Designed to record fund deposit details.

3. Requires two people to complete the transaction. One person
enters and saves entries: the other reviews and posts entries.

4. Designed to use your selections to create and post financial
document(s) for each line you enter in the Cash Journal. AASIS
does not display these documents but you can view them by
drilling down into posted Cash Journal line entries.

5. Records an agency’s revenue receipts for the first time in AASIS.

6. Designed to automatically debit the Cash Journal GL account
with the documents created on the Cash Receipts Tab.

7. Uses multiple business transaction selections to define the
revenue GL account AASIS credits in the financial document(s)
on the Cash Receipts Tab.

8. Designed to automatically credit the Cash Journal GL account
with the documents created on the Cash Payments Tab.

9. Uses the business transaction selection to define the cash GL
account AASIS debits in the financial document(s) on the Cash
Payments Tab.
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ZBCJ—Cash Journal Report & Posting: Key Points to
Remember

1.

Provides two main business functions, the Clearing Summary
Report and the Deposit Slip Program.

Uses the Clearing Summary Report selection to read FBCJ Cash
Receipt tab entries and summarizes totals per fund. The report
displays these totals to help you make summary entries on the
Cash Payments Tab in the Cash Journal.

Uses the Clearing Summary Report to analyze and identify
Special Revenue account totals. The report displays how much
cash must be transferred from the agency fund to the Special
Revenue Fund “ASA0000.”

Uses the Deposit Slip Program to exclude cash funds from
Treasury deposit slip information.

Uses the Deposit Slip Program to prompt you to park a Special
Revenue Fund Transfer document beginning the Special
Revenue business process.

Uses specific selections to identify and create deposit slips for
Treasury funds and Electronic Fund Transfers (EFTSs).

Allows you to look up customer invoice information if you have a
document number.

A Look Ahead

= Chapter 4 shows you how to receipt/deposit revenue and
customer receipts (including Special Revenue) using
Treasury funds and one Cash fund.

= Chapter 5 shows you how to troubleshoot common cash
journal entry errors.

= Chapter 6 shows you how to receipt an EFT deposit using
FB50 and ZBCJ to create the deposit slip.

= Chapter 7 shows you how to use two reporting tools and one
other research transaction.

We have also included the “Using FBCJ and ZBCJ to Receipt Revenue”
reference desk guide in Chapter 4.
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Chapter 4
Using the Cash Journal & Deposit Slip Program
To Record Revenue & Customer Receipts
Learning Objectives

Use ZBCJ to Look Up Customer Invoice Information By
Document Number

Use FBL5N to Look Up Customer Invoice Information By
Customer Account Number

Use the Cash Journal To Record 2 Customer Payments
Use the Cash Journal To Record 1 Revenue Deposit

Use the Deposit Slip Program to Park a Special Revenue
Fund Transfer Document

Use the Deposit Slip Program to Preview the Treasury
Deposit Slip

Cash Journal PT41 Company Code ARK

& Save B Post B Print cash joumal |® Change cash journal | & Editing Options:

[ Data selection Balance display for display period I
07/10/2007 - 07/10/2007 Opening balance 8.00 USD
] Today > + Total cash receipts 0.80 USD  Number: 0
4 This weel k 3 + Total check receipts 0.08 usD Nurmber: o
[4J[current period 3 - Total cash payments 6.00 USD  Number. 0
Cash journal PETIT JEAN = Closing balance 6.00 USD
Company code:  State of Arkansas Cash thereof 6.08 USD Cash Journal Report and Posting
Cash payments ' Cash receipts | Check receipts | D &
Selection Criteria for Cash Journal Report
Business tr.. |G Do... [Amount Reference [Recpt recipient Cost Center _|Fund S AR © E
Fasting Date 0741342007 to
Cash Journal Number 6103
Business Area b
PRINTER ascy
Cash Journal Run Process
Tt/ Invoice Inguiry
Assighment/ Invoice Number
) Daily Cagh Receipt Summary
) Create Deposit Slip
I Create Master Deposit Slip
Deposit Slip Creation Criteria
® Cash Journal Deposit Slip
) GLcleared doc, Deposit Slip
GL cleared documents b
L (' GLuncleared doc. Dep. Slip
[ORICT
- 7D GL Deposit Slip
RE[E [& swese B Fostsel |3 Recept |2 “olowon doc P i
| Gash journal numbers to @

o) Clearing Summary Report

| Clearing summary Creation Criteria
| @ Cash Journal Clearing Sum.

Class Code: CRCD-RC




' Chapter 4: Revenue & Customer Receipti ng
Receipt & Deposit Revenue/Customer Payments

Introduction

As we mentioned in Chapter 2, customer receipts require both
additional research and data entry to properly record the receipting
details on the Cash Receipts tab in the Cash Journal.

In this chapter, we illustrate how to:

1.

4.

Use two transactions (ZBCJ and FBL5N) to look up customer
information before opening the Cash Journal.

Record both revenue and customer receipts on the Cash
Receipts tab in the Cash Journal.

Use the Clearing Summary Report to help you complete the
Cash Payments tab entries.

Record deposits on the Cash Payments tab in the Cash Journal.

Let’s begin by reviewing key points to remember when using the Cash
Journal.

Cash Journal Key Points

Know your revenue account categories and numbering
conventions!

Many of the revenue accounts have similar names but are
actually different revenue classifications.

Here are a few examples:
v 4013009000—Miscellaneous License & Permits

This is a General Revenue account. You always receipt General
Revenue to Cost Center “383359™ Fund “AGA0000™” and BA
“0610.”

v 4027002000—Mliscellaneous

This is a Special Revenue account that is subject to 3% fees.
Recorded receipts to this account are transferred to Fund
“*ASA0000” and redistributed (minus 3% fees) at month end.

v 403090000—Miscellaneous Fees

This is a Special Revenue account that is subject to 1.5% fees.
Recorded receipts to this account are transferred to Fund
“*ASA0000” and redistributed (minus 1.5% fees) at month end.

v 4047099000—Miscellaneous Revenue

This is an Other Revenue account that is receipted directly to
the agency’s fund and, once cleared (BAlI file), is available to
spend.
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Receipt & Deposit Revenue/Customer Payments 7

= Look up customer invoice information:

v Invoice Document Number
v' Customer Account Number
v' GL Account Number

v' Cost Center

v Fund

=  Confirm the...

v Cash journal number
v' Cash journal date
v Cash journal has a zero opening balance

= All Receipts: Use the Cash Receipts tab to record revenue and
customer receipt details for Treasury and cash funds.

= Revenue Receipts: Always use the business transaction field to
define the revenue account associated with the cash.

v' Let the cost center derive fund information.

= Customer Receipts: Always use business transaction “1” to
define a customer receipt.

v" Enter the cost center from the customer invoice for
customer receipts.

v" Verify the cost center derived the same fund used on the
customer invoice for customer receipts.

v" Enter the GL Account number from the customer invoice in
the “Text” field.

v' Enter the invoice document number in the “Assignment”
field.

v" Enter the customer account number in the “Customer” field.
v' Let AASIS derive the customer name in the “Reference”
field.

= All Receipts/Deposits: Use a WBS Element on Federal Grant
receipts & deposits.

= All Deposits: Use the Cash Payments tab to record deposit
totals by fund and to create a zero closing balance for the Cash
Journal account.

v Use business transaction number “5” to define the Treasury
Incoming account (Treasury funds).

v" Use business transaction number “0619” to define the Non-
AASIS House Bank account (cash funds).

v' Manually enter the “Fund” and “Business Area” information
on the Cash Payments tab.
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Receipt & Deposit Revenue/Customer Payments 7

= All Deposits: Manually enter the “Fund” and “Business Area”
information on the Cash Payments tab.

= Know your debits and credits—the Cash Receipts tab debits the
Cash Journal account (default) and uses your entries to credit
the Revenue or customer account.

= Know your debits and credits—the Cash Payments tab debits
the Treasury or Non-AASIS House Bank account and credits the
Cash Journal account (default). The total debit and credit entries
must bring the Cash Journal closing account balance to zero.

=  Know how the background postings work.

v' Cash Receipts Tab—AASIS posts one accounting
document and three background documents for each
revenue receipt line.

AASIS posts one accounting document and one
background document for each customer receipt line,
supporting the business integration model.

v' Cash Payments Tab—AASIS posts one accounting
document and one background document for each deposit
line you enter.

= Let AASIS calculate the fund totals by using the ZBCJ—Clearing
Summary Report after you complete and save Cash Receipt tab
entries and before you make Cash Payment tab entries.

Research Customer Information

You can receipt both customer and revenue receipts on the same day
in the same cash journal. When both types of receipts are received, it is
beneficial to separate them.

You already know the customer receipts require you to look up and use
additional information, so you complete the additional research first.

If you only have a customer invoice number, use transaction ZBCJ—
Cash Journal Report and Posting  to look up the additional
information you need.

If you have only a customer name, use transaction FBL5SN—Customer
Line Item Display to look up the customer invoice and customer
account number.

Once you have the additional information, you are ready to open your
agency’s Cash Journal and begin recording your daily receipts.
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Look Up Invoice Information: Use Document Number

Use the following steps to look up customer invoice information when
you know the invoice document number.

In Chapter 3, we told you transaction ZBCJ—Cash Journal Report
and Posting can print deposit slip information by analyzing the
contents of a financial document.

You can also use ZBCJ—Assignment Query to look up customer
invoice information before you record customer receipts on the Cash
Receipts tab.

Here’s how.
Beginning on the AASIS Access Menu Screen, follow these steps.

Menu  Edit FEaworites  Extras

& | zeC) E

1. Type “"ZBCJ"” in the Transaction Command Field.

2. <Enter> @ .

The Cash Journal Report and Posting Screen appears. Use the top two
sections to define the selection criteria for the Assignment Query report.

Cash Journal Report and Posting
& o

Selection Criteria for Cash Journal Report
Company Code LRE to
Posting Date O5/a5/2007 to
Cash Journal Mumber E103

Business Area to
PRINTER asch

Cash Journal Run Process
@ Azsignment §Invoice Inguiry
Azsignment § Invoice Mumber 1800A737
() Daily Caszh Receipt Summary
() Creste Deposit Slip
() Creste Master Deposit Slip

Selection Criteria for Cash Journal Report

These fields must be completed even though we have not yet made
cash journal entries for the day.

3. <Posting Date> (Required).
Our illustration uses <08/08/2007>.
4. <Cash journal number> (Required).
Our illustration uses <6103>.
5. <PRINTER> (Network Printer Required).

Our illustration uses <ascV>.
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Remember this field is case sensitive.

Cash Journal Report and Posting
& &

Selection Critetia for Cash Journal Report

Company Code LRE o
Posting Date OgrE8/2007 to
Cazh Journal Mumber G103
Business Ares to
PRIMNTER: gz

Cazh Journal Bun Process

@ Azsignment § Invoice Incuiry

Azzignment ! Invoice Mumber 18000737
() Daily Cash Receipt Summary

() Create Deposit Slip

() Create Master Deposit Slip

Cash Journal Run Process

6. Assignment/Invoice Inquiry (Required): Select
radio button.

This tells AASIS you want to look up customer invoice information using
the assigned invoice document number.

7. Assignment/ Invoice Number (Required):
<HH#HHHHHHE>.

Our illustration uses <18000737>.

8. <Execute> @ .

The Assignment Query screen appears. Use the “GL Doc. #” field to
display the invoice document.

Cash Journal Report and Posting

& [ copyGLtoCd

ARKEMSAS REVEMNUE RECEIPTS DEPOSIT
Report Mame © ZFIGLROOE1_CASH_JOURMAL [ BSSIGNMENT INWQUIRY
Report Ran By: TLLANGSTON
Fosting Date = 0OB/08/2007

hgency - BE1Q l

Revenue
GL Fund GL Account GL Doc. # GL Amount
HSCE101 4045001000 1800023 25.00 o.oo
Total for G618 25.00 o.e8

9. Click the "GL Doc Number” field.

This is the only field with the drill down function that displays document
information.
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Receipt & Deposit Revenue/Customer Payments

The Display Document: Overview screen appears, displaying the
customer invoice information you need for the Cash Receipts tab
entries.

L Default size

& = & CaR  CHB ODOo8n B @
& Display Document: Overview Dptions ...
53| o3| [ [ @) |83 Display currency MNew Visual Desian ..
Set Color Ta System .
Document Mumber 18000723 Company Code LRE Fiscal Year 2007 e
Docurnent Date 02/28/26007 Fosting Date 02/28/2007  Period 8 - )
Reference Cross-GG no. Generate graphic
Currency Ush Teuts exist Create shortcut ..
SIBRERERIERER IR ERERERIE] Activate GUIXT
Itrm | Pk Account Description BusA | Cost Center |Fund Amount| Tx |Te Script Recording and Playback. .
1101 |B00000012  |Eddie Munstaur 0s10 25.00 Ca Script Development Toals...
2|50 4048001000 |Sale Copies Puhs 0610 (383201 HSCE101 25.00

If desired, use steps 10 and 11 to print a hard copy of the | =~ Hardcory

inVOice, Quick Cut and Paste

Spelling Check

Note: Before printing, make sure your document displays
the accounting information you need. If it doesn’t, change the document
layout to display the information you need.

10. <Local Layout>.
11. <Hard Copy>.

We want to leave the ZBCJ session open but need to return to the
selection screen...

12. <Back> & .

13. <Back> <& .

Look Up Invoice Information: Use Customer Number

Use the following steps to look up customer invoice information when
you know the customer name and/or account number.

Transaction FBLSN—Customer Line Items displays the customer line
items (transactional details) for a customer account (s).

This reporting tool provides access to customer invoice information
when you don’t know a document number.

For illustration purposes, we use FBL5N to look up an invoice for
customer, Rosie Cheeks. We received $75.00 for training fees but we
don’t have Rosie’s account number.
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Receipt & Deposit Revenue/Customer Payments

Beginning on the AASIS Access Screen, follow these steps.

Menu  Edit  Favorit Extras

1. Type “"FBL5N"” in the Transaction Command Field.

2. <Enter> g .
The Customer Line Item Display screen appears.

= Use the Dynamic Selections icon to define your business
area.

= Use the “Customer account” field to search for and define the
customer account number.

Customer Line Item Display
s =) Data Sourees
Custamer selection

Custamer account Eﬁ' to =
Company code ARE o o

Selection using search help
Search help ID
Search string
= Search help

Line item selection
Status
@ Open items
Open at key date 01/2242009

Cleared tems
Cleating date o o
Open at key date

All iterns
Posting date to &

Type
v Mormal items
Special GiLtransactions
MNoted iterns
Parked iterns
Wendor itemns

List Cutput
Layout
Maximum number of items

3. <Dynamic Selections> ] [ .
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Receipt & Deposit Revenue/Customer Payments

Two (2) Dynamic Selections windows appear at the top of the screen,
the Menu Tree (far left) and Dynamic Selections (far right).

Customer Line item Display
B [Ga )2 Data Sources

Dynamic Selections

Menu Tree

= |1 Custamer master
B Industry
B Created on
B cCreated by
B Group key
B Account group
B country
B central delivery block
B central deletion flag

D]

Dwynarmic selections

J[][]

Custorner master
Industry

Group key
Country

ity

Faostal Code
Trading Parner

Dl

Company code

The Menu Tree (left) lists all the fields available for use in the Dynamic
Selections window appearing on the right. Some of the standard
selection fields will default into the Dynamic Selections window.

Use the scroll bar on the Dynamic Selections window to find the

“Business Area” field.

Customer Line ltem Display
B [ )2l Data Sources

Dynamic Selections

= (L1 Customer master
Industry
B Created on
Created by
Group key
Account group
Country
B central delivery block
Central deletion flag

Posting Date
Document Date
Currency
Document type
asting Key
Business Area UE1U|@
= Armtin loc.cur o610
[~] Apnount

[ I o [E

4. “"Business Area” field: <####>.
Now we need to identify Rosie Cheek’s customer account number.

Customer Line item Display
B [ 12l Data Sources

= [ Customer master
B Industry
Created on
Created by
Group key
Account group
Country
Central delivery block

Posting Date

Document Date

Currency

Document type

Posting key

Business Area OE10
[«] Arnt.in loc.cur.

Central deletion flag [+] Amount
Customer selection ’
Custamer aceount | @ | to
Company code ARK )

5. Click in the “"Customer account ” field.

The “Possible Entries” icon appears at the end of the field.
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A screen appears displaying five input search fields. In our illustration,
we use the “Name” field to look up Rosie Cheeks customer’s number.

Customer Line ftem Display
@ &I ]:[ Activate waorklist || Data Sources

» | i} Assignment (=
S (7 customer master Document Mumber =Y
Industry Posting Date i
@ Crested on Document Date o
Crested by Currency i
Group key Document Type i
Account group Posting Key i
Courtry |Z| Busziness Area Qg0 5
Certral delivery block Iz‘ Amount in LC =
Customer selection
Customer account to
Company code BRE to
|5election using search help Custamer Mumber 1011
Search help ID Customers [general] k Customers [by compary code] “I EI EI
Search string
o Search help Search term
'nstal Code
Line tem selection )
Status Ciy
@) Open items | M amme @ *Chesks?|
Open &t key date Customer

() Cleared items
Clearing date Maximum No. of Hits 500
Dpen st key date

(&l items o | ]

Posting date:

6. Name field: <*Cheeks*>.

This tells AASIS to search for all customer accounts containing the
word “Cheeks” anywhere in the name field.

v

7. <Enter>
Using your search criteria, AASIS displays one possible entry.

Customer Line ftem Display

e = Data Sources

r II—. ST T

=2 [ Customer master ﬂ Posting Date
Industry Nncument Date
Craated on Customer Mumber 1 (2) 1 Entry found
Created by " Customers (general] L Customers [by comp... | E m
Group key |_ =
Account graup -

T

[E Country lvlmlmlﬁlgﬁll |Q |
Central delivery block SearchTe... |PostalCode |City |Name 1 |Customer |
Central deletion flag ORIG 72204 LITTLE ROCK ROSIE GHEEKS 600000018

8. Double click the preferred line.
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The customer account number displays in the “Customer account” field.

Customer Line ftem Display
@ EI ]:[ Activate worklist || Data Sources

» | i} Assignment i

S S Document Mumber i

Industry Posting Date i

Crested on Document Date i

Created by Currency =

Graup key Document Type i

Account group Posting Key i

Country IE‘ Business Area ae1e i

Central delivery block .‘ [+] Amaunt in LG =]

(Customer selection

Customer account elelelleleh Nc] to H
Company code ARK to

IGelection using search help
Search help ID
Search string

o Search help

Line item selection

Status
@) Open items
Cpen &t key date 08so8/ 2007

() Cleared tems

Clearing date: to

Open at key date

9. Open items: Accept default selection.

This selection restricts the report to open items. A customer receipt

applies to an open invoice (item).

&

10. <Execute>

The default report layout appears, displaying open items for account

number “600000018.”

Customer Line item Display
MWD& 2 B | REB|TaAE BEEdE 3% A% B ceedns

Dispute Case

tatus B open £ Parked @ Cleared
te: Overdue Ly Due <8 ot due
amer 6OODEEE18
Name Rogie Cheeks
Street 1919 Blushing Court
City LITTLE ROCK
5t |Assignment DocumentNo|Typ|Doc. .Date [5|DD Amt in loc.cur.|LCurr|Clrng doc. [Text
| B | 14000062 14000062 |DZ |02/28/2007 17.00-| UsD 4047099000
| || 18080722 18000722 (DR (04/11/2006 5 BBA.08 [USD Flant Board Fees
| || 13000724 18000724 DR |O6/06/2006 17.00 | UsD Map Sales
| B | 18000737 18000F37 |DR |07 {06/2007 75.00 |USD INTER-ABGENCY TRAIMING FEES
- | 5, 675.00 [USD
** hcocount GOOOEEO1E 5, 675.00 | USD
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Customer Line item Display
14 4 PN|¢%”?E |@m@|?&?|ﬁﬁﬁ‘g%| Selections Dizpute Case
status B open £ Parked @ Cleared
Due date: Overdue Ly Due <8 ot due
Customer 6OODEEE18
Name Rogie Cheeks
Street 1919 Blushing Court
City LITTLE ROCK
5t |Assignment DocumentNo|Typ|Doc. .Date [5|DD Amt in loc.cur.|LCurr|Clrng doc. [Text
| B | 14000062 14000062 |DZ |02/28/2007 17.00-| UsD 4047099000
| || 18080722 18000722 (DR (04/11/2006 5 BBA.08 [USD Flant Board Fees
| || 13000724 18000724 DR |O6/06/2006 17.00 | UsD Map Sales
| B | 18000737 18000F37 |DR |07 {06/2007 75.00 |USD INTER-ABGENCY TRAIMING FEES
- | 5, 675.00 [USD
** hccount GOODEOGE1E 5, 675.00 [USD

About The Report Layout

This default layout lists Open customer line items (fields defined below)
and provides document drill down functions.

Customer —lists the customer information in a header format for
the items listed below it.

St—defines the document status. In this example, we see only
open items.

Assignment —the number, assigned by AASIS or keyed by a
user, on the displayed document line item.

DocumentNo [Document Number]—assigned by AASIS when
the document is created.

Type—defines the Document Type, telling you if it is an invoice
(DR), payment (DZ), credit memo (DG), or clearing document
(AB).

Doc. Date —contains the invoice date.
S [Special GL Indicator]—currently not used.
DD [Due Date]—contains the date payment is due.

Amt. in. loc. Cur [Amount In Local Currency]—contains the
document amount.

Clrng [Clearing] Doc—contains the clearing document number.
This field populates if the report includes cleared items. In our
example here, we did not run the report for cleared items.

Text—contains reason code or header text information on the
customer line.

[Account] Total —contains total net amounts for the customer
account.

Grand Total —appearing at the bottom of the report, this
contains the total net amounts for all listed customer accounts.
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Customer Line ltem Display
W4 o2 B S| e33R &9 | B | (32 5 P | ][ selections |[[1 Dispute case
Status B open & Parked @ Cleared
Due date: Overdus £ Due <@ Not dus
Gustomer GEABEA01S
Hame Rosie Cheeks
Street 1919 Blushing Court
City LITTLE ROCK
St[Assignment DocumentMo|Typ|Doc. .Date |5\ DD Amt in Toc.cur.|LCurr|Clrng doc. [Text

| B (14000062 14000062 |DZ |0D2f28/2007 17.00-(UsD 4047099000
] B (1800722 182000722 |DR |04/11/2006 5,600.08 [USD Plant Board Fees
1 B (18000724 18600724 |DR |BE/06/2006 17.8@ [USD Map Sales
| B (18000737 18000[37 |DR |07/06/2007 75.00 (UsSD INTER-AGENCY TRAINING FEES

A - | 5,675.08 [USD

** Account GODOOEE1E 6,675.08 [USD

- - -

11. Confirm address information.

If you had more than one possible entry based on your search criteria,
use the address information to confirm you have selected the correct

account.

If the address information does not match, search again using steps 5-
10 or contact your receivables person to obtain more information.

In our illustration, we confirmed we have the correct account. Now, we
must determine the invoice to which this payment applies. What we

know so far:

* We received $75.00 from Rosie Cheeks
= The payment is for training fees
= A customer invoice is a DR document type

= A customer payment is a DZ document type and should clear or
partially clear an invoice

(agejejcleloly B

Rosie Cheeks
1919 Blushing Court
LITTLE ROCK

DocumentNa | Typ|Doc.  Date [S|DD Amt in loc.cur.|LCurr|Clrng doc. [Text

14000062  |DZ |(D2t2BM200T 17.08- | UsD 4047095000

18000722 (DR [D4M11/2006 5,600 00 |USD Plamt Board Fees

18000724 DR |(0G/OG/ 2005 17.00 [USD Map Sales

18000[37 |DR |07 /06/2007 TH. O |[USD INTER-AGENGY TRAINING FEES
5,675.00 |USD

What FBL5N tells us:

= Document “14000062” (line one) is an un-cleared payment for
document “18000724” (line three).

= Document “18000722" (line two) is an invoice for Plant Board
Fees (“Text” field) totaling $5,600.

= Document “18000737” (line four) is an invoice for Inter-Agency
Training Fees (“Text” field) totaling $75.00.
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Document “18000737” is the invoice that contains the information we
need to enter the customer receipt information in the Cash Journal.

12,

13.

GREOOAA1S

Rosie Cheeks
1918 Blushing Court
LITTLE ROCK

Documentho | Typ|Doc. .Date | 5| DD Emt in loc.cur.|LCurr|{Clrng doc. |Text
14000062 [DZ |@2/28/2007 17.00-| UsD 4047099000
o722 |DR |04/11/2006 5,600.00 |USD Plant Board Fees
pov24  |DR |06/06/2006 17.00 |UsSD Map Sales
2000F37 (DR |A7/06/2007 75.00 |UsSD INTER-AGENCY TRAINING FEES
5,675.00 [USD

Double click document line “18000737."”

The Display Document: Line Item 001 screen appears, displaying the
customer line item details.

isplay Document: Line ltem 001

b4 2w a3 & Moredata

iClstormer]  G00BAAB1S | Rosie Cheeks GIL Ace 1130001000
CoCode ARE 1919 Blushing Court

State of Arkansas LITTLE ROCK Doc. ha. 18000737
Line lterm 1§ Invoice J 01

Amount 75.00 USD

Taxcode

Additional details

Bus. Area oE1e

Disc. base TH.BQ Disc. arnount 0,00 ush

Pavt terms WNT3A Daysipercent 30 0,000 % 8  B©.808 % 0
Bline date 07 {06/ 20087 Irvoice ref. ! |

Pmnt block

Payment Ref,

Dunn. hlock Dunning key

Last dunned ] Dunning Area

Assighment 18000737

Text INTER-AGENCY TRAIMING FEES

<Call Up Document Overview>
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ng

The Display Document: Overview screen appears, displaying the
customer invoice information you need for the Cash Receipts tab

entries

| 2/9H @@e CHE ODoo RE @L
@ Display Document: Overview

2 By w a G &3 EE Display currency

Document Mumber 18000737 Company Code ARK Fiscal Year 2008
Document Date B7 /062007 Posting Date B7/06/2007  Period 1
Reference CPR CLASS #8798 Cross-CoCno.
CUIrency uso Texts exist
EIREEERIFEERIEIEEREEEE
It | Pl Account Description BusA|Cost Center |Fund Amount| Tx (Teq
1|01 |600000018  |Rosie Cheeks og10 Ta.00 1M
2|50 4031042000 |Certifications 0610 (38331 FFBO101 Ta.00

Use steps 14 and 15 to print a hard copy of the invoice.|

14. <Local Layout>.
15. <Hard Copy>.

Note: Before printing, make sure your document displays the
accounting information you need. If it doesn’t, change the document

layout to display the information you need.

If you have any doubts about the invoice information, contact your
receivables person prior to making Cash Receipts tab entries.

Review

= Look up and use specific information from the customer invoice

on the Cash Receipts tab.

v Invoice Document Number
Customer Account Number
GL Account Number

Cost Center

Fund

AN N NN

=  Use ZBCJ—Assignment Query functions to look up customer
information when you know the invoice document number.

= Use FBL5N—Customer Line Item Display to look up customer
information when you know the customer name and/or customer

account number.

= Print hard copies of the invoice to reference data for the Cash

Receipts tab entries (personal preference).

= Use multiple sessions to reference invoice data for the Cash

Receipts tab entries (personal preference).

= Contact your agency’s receivables person to confirm invoice

and/or customer account information.
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Open Cash Journal

Now that you have the customer information that you need, its time to
enter the cash receipts (both revenue and customer) that you have for
the day.

The remainder of this chapter shows you how to:
1. Open a Cash Journal for the first time.
2. Enter four revenue receipts (Cash Receipts tab).
a. One General Revenue receipt
b. One Other Revenue receipt
c. One Federal Revenue receipt
d. One Special Revenue receipt
Enter two customer receipts.
Use the Clearing Summary Report to add fund totals.
Enter deposits (Cash Payments tab).
Post Cash Journal entries.

N o o b~ W

Exclude cash funds from the Treasury deposit slip.
8. Print the Treasury deposit slip.
Let's get started!
Our illustration begins on the Easy Access AASIS Menu screen.

benu  Edit Faworites Extras

i
ey

€z | FEC)

1. Type “FBCJ” in the Transaction Command field.

2. <Enter> @
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The template screen for Cash Journal entries appears, displaying the

“Cash Journal Initial...” control element.

Use the “Cash Journal” field to define the appropriate Cash Journal

number.

Note: This selection determines what GL account your entries post to.

QI SHR OODLOD BRI @ mE

Balance display for display period

@ | afqaH I @
SAP
Data selection
Display period
D\/ -
Taday T
This week »
Current period ! [ 3
Cash journal
Compary code:
I - sh ournal Initial

Opening balance 0.o0
+ Total cash receipts 0.oo
+ Total check receipts 0.oo
- Total cash payments [ERRELE]
= Closing halance 0.o0

Cash thereof 0.oe

Cash journal ™

Cash £ Company code  ARK @ Check receipts |

3. Click in the “Cash journal” field.
This activates the Possible Entries icon.

Cash Journal: Initial ..

comparny code  ARK 1
Cash journal | @

4. <Possible Entries>.
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A screen appears providing six input fields you can use to define search
criteria.

Of these six fields, the “Cash journal number” or “Cash journal name”
field offers the best search options.

Cash journal: = Closing balance 0.00
Company code; Cash thereof o.oo
Cash Journal: Initial .| Cash Journal Murmber (11
Cash [ Company code  ARK Restrictions |
Cash journal 4
Company Code = ARK !
Cash journal number |
Cazh joumal name
Currency
Cazh Journal Cloged
Check Totals Split
M awimum Mo. of Hits 500
v |

About the Cash Journal Search Options

= Cash journal number —uses a cash journal number or wild card

search on number combinations.

Cash journal: = Closing balance 0. 00
Compary code: Cash thereof o. oo
Cash Journal: Initial Cash Journal Mumber (1)
Cash £ Company code  ARK _  FResticions |
Cash journal 4
Campany Code ARK
2]
hgrirnal number
Cash jounal name
Currency
Cash Journal Closed
Check Totals 5plit
Maximum Mo. of Hits 500
L4 |® | |ﬂ

= Cash journal name— uses a cash journal text name or wild card

search on name combinations.

The text name for the cash journal is the business area name, for

example “APERS Cash Journal.”

For agencies using multiple cash journals, the name also describes the

division or receipting area.
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Cash journal: = Closing balance o. oo
Compary code: Cash thereof 0.on
Cash Joumal: Initial . Cash Journal Mumber (1)
Cash ¢ Company cade  ARK _ Restrictionz |
Cash journal =
Company Code ARK +
L
Cash jounal number
Cash jounal name
Cumrency
Cash Journal Closed
Check Tatals 5plt
Marimum Mao. of Hits 500
¢ |& |H | =

5. To see a list of all cash journal selections, leave

the search fields blank; <Enter> v

A drop down menu appears, displaying all cash journal selections. Use
the scroll bar to view the complete journal directory.

Company Code; ARK

CJ number”|Name (Crey CJ Closed Check S...
033s WYAR MER STAD CORB 50 i
0341 WATERWAYS COMMISSION 50 i
0344 YWHEAT PROMOTION BD UsD J
0347 STUDEMT LOAN AUTHORITY UsD J
03a0 ARK BUILDING AUTHORITY UsD J
0360 CLAIMS COMMISSION UsD J
0365 DIS WETERANS SERW CFFICE UsD -
037a AFERS CASH JOURMNAL 50O ]
037s ATRES CASH JOURMAL 50O ]
0380 YETERAMS CHILD YWELFARE 50O ]
0385 WETERAMN AFFAIRS 50O ]
0390 WYORKERS CORMP SO 50O ]
0395 DEY FINAMCE AUTH 50 ]
0402 DERPT OF AERCMAUITICS 50 m|
0405 ASBD 50 ]
0410 SECURITIES DEPT. 50 ]
0415 FORESTREY COMMM CENTRAL 50
0420 ASKB ADMIN OFFICE 50 ]
0430 LIQUEFIED PET GAS BD 50 ]
0440 OIL & GAS COMMISSION 50 i
0445 FLANT BOARD 50
0450 F5C 50 i

[4]D]
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Camparry Code: ARK

CJ number” Name (Crey CJ Closed Check S...

03338 WeAR MER STAD COMM UsD | lz‘
0341 YWWATERWAYS COMMISSION UsD | l;‘
0344 YWHEAT PROMOTION BD UsD ]

0347 STUDENT LOAN AUTHORITY UsD 1

0380 ARK BUILDING AUTHORITY UsD |

030 CLAIMS COMMISSION UsD ]

0365 DIS WwETERAMS SERY OFFICE UsD 1

0370 APERS CASH JOURNAL UsD |

037a ATRS CASH JOURNAL UsD ]

0380 YETERANS CHILD WELFARE UsD |

03gs YETERAMN AFFAIRS UsD |

0390 WWORKERS COMP COM UsD |

0395 DEY FINAMCE AUTH usD |

0402 DEPT OF AERONAUTICS UsD ]

0405 ASBD UsD 1

0410 SECURITIES DEFT. UsD | L
0415 FORESTRY COMM CENTRAL UsD

0420 ASMB ADMIN OFFICE UsD 1

0430 LIQUEFIED PET GAS BD UsD |

0440 OIL & GAS COMMISSION UsD | L |
D445 PLAMT BOARD UsD

J4a0 PSC UsD ]

About the Cash Journal Directory

= CJ number —displays the cash journal number. All journals
beginning with a “0” identify the agencies with one receipting
area or one cash journal.

Journals that begin with anything other than “0” identify agencies with
multiple receipting areas. Use the “Name” field to determine the correct
cash journal by receipting area description.

= Name—displays the name of the receipting area/cash journal.
= Crcy—displays the standard US currency setting.

= CJ Closed— displays closed or “blocked to posting” cash
journals. Closed journals are restricted to display only.

= Check Spl— standard delivery, not applicable to state
processes.
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Company Code: ARK

CJ number”|Name

\Crey |CJ Closed |Check Spl.

5201
8202
5801
5502
5903
6101
6102
6103
6104
6105
106
7
6108
G108
7101

ARS CENTEAL ADMIM
HSRC FINAMCE OFF

GENERAL AGENCY OPERATIONS

ALT RETIREMENT PLAN
FEDERAL SURFPLUS PROP
ABC

DFA INFORMATION 5Y5S
DFA IATP

DFA STATE PURCHASING
DFA EMPLEE BNFTS DIV
ADMIN OF JUSTICE

ADM JUSTICE CJ2

UsD
UsD
LsD
LsD
LsD
UsD
UsD
UsD
LsD
LsD
UsD
UsD

|DFA—DFF OF ACCTNG

|UsD

DFA - OPM
DHS AR CJ01

LsD
LsD

oo oooo

6. Select a cash journal—double click a line.

Ouir illustration uses Cash Journal “6108—DFA-OFF OF
ACCTNG.”

The cash journal number populates the “Cash journal” field.

SAP
Data selection Balance display for display period
Display period
™ - Opening balance 0.0o
Today > + Tatal cash receipts 0. 60
This week » + Total check receipts 0.0o
Current periad » - Total cash payments 0. 60
Cash journal: = Closing balance 0.0o
Company code: Cash thereof 0.0o
1 Journal: Initial .|
Cash £ company cy ARK Chack receipts |
Cash journal B108 @

7. <Enter> v
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ng

The cash journal screen updates, displaying Cash Journal “6108”
defaulting to the current date.

View these updates by referring to the “Data selection” screen element
below.

Cash Journal 6108 Company Code ARK
@‘ Post | O3 Print cash journal | B Change cash journal | &2 Editing Options

Data selection

Display period

07/26/2007 -

07/26/2007

»

4 Taday
This week
Current period

>
i

Balance display for display period

Cash journal;
company code:

DFA-OFF OF AC.. ||
State of Arkansas

Opening balance 0.00 UsD
+ Total cash receipts 0.o0o UsD Hurmni]
+ Total check receipts 0.0 Uso Murmi]
- Tatal cash payments 0.00 UsD Murni
= Closing balance 0.00 UsD

Cash thereof 0.00 UsD

Cash payments k Cash receipts k Check receipts |

" |Business transaction |GiL

Da...

Arnount Fund Business ... |Text

Pasting Date

ﬂ.

07/26/2007

If you realize you have selected the wrong cash journal number, you
can change the selection by following these steps:

Cash Journal 6108 Company Code ARK

& Save Post & Print cash journal & Change cash journal | ¢ Editing Options

Data selection

Display period

07 /26/2007 - O7/26/2007
Today T

This week 2

Current period »

Cash journal:
Company code:

DFA-OFF OF AC..
State of Arkansas

Balance display for display period

Opening balance 0.00 USD
+ Tatal cash receipts o.og UsD Humig
+ Total check receipts 0.o0 UsSD Humy
- Total cash payments 0.p0 USD Humy]
= Closing balance 0,00 UsD

Cash thereof 0.00 USD

Cash payments | Cash receipts || Check receipts |

" |Business transaction |GiL

Do... [Amount Fund

Business ... [Text

Pasting Date

ﬂ.

07 /2672007

8. <Change Cash Journal> .

=3
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The “Cash Journal: Initial...” control element re-appears.

Cash Journal: Initial ..

Company code  MRK E@
Cash journal 6108

9. Repeat steps 4-7.

Confirm Selections

From this point forward, every time you execute FBCJ, AASIS displays
the last cash journal you viewed and/or updated.

Before making any entries to the Cash Journal, complete these
confirmations every time.

Cash Journal 6108 Company Code ARK
£ Save Post | Print cash journal |BS Change cash joumal | &2 Editing Options

Data selection Balance display for display period

Display period
07/26/2087 - 07/26/2007 Opening halance 0.08 UsD
Today | + Tatal cash receipts 0.08 UsD Nurmi
This week » + Total check receipts 0.08 USD Muml
Current period _) al cash payments 0.080 UsD Mum
Cash journal: DFA-OFF OF AC. = Closing halance 0.080 UsSD
Company code;  State of Arkansas Cash thereof 0,08 UsD

I |
Cash payments k Cash receipts k Check receipts \

\7 Business transaction |G/L Do... | Amaount Fund Business .. [Text Paosting Date
o 07/26/2007

1. Data selection—"Cash Journal” field: Confirm
selection (Always).

Because AASIS opens the last cash journal you viewed and/or
updated, use the “Data selection” screen element to confirm the cash
journal before making any entries.

Because a cash journal is assigned to a GL account and GL accounts
are used by all agencies, AASIS does not prevent you from posting
your agency'’s cash receipts to the wrong Cash Journal account.

Today

2. Display Period—<Today>

Unless you change your Cash Journal Editing Options to default the
current date, confirm you are on the current date before making new
entries.

If you are opening the cash journal to research information and/or to
post entries which were saved on a different date, you can also use the
navigation icons by any of the three date selection categories or simply
key the desired date in the “Display period” input fields.
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Cash Journal 6108 Company Code ARK

5 Save Post | B3 Print cash journal | @& Change cash joumal | 2 Editing Options

Data selection

Balance display for display period

Display period

) %

O7/26/2007 - BOF/26/2007 Opening balance G0.08 UsSD
Taday T + Total cash receipts 0.00 USD Num
This week » + Total check receipts 0.00 USD MNum
Current period L - Total cash payments 0.00 USD MNum
Cash journal: DFA-OFF OF AC.. = Closing balance 0.00 USD
Company code:  State of Arkansas Cash thereaf 0.00 UsD

Cash payments | Cash receipts | Check receipts |

" |Business transaction |GiL Dao...

Amount Fund

Business ..

Text

Posting Date

ﬂ.

07 /26/2007

3. Balance display for display period "Opening

balance” field: Confirm “0.00” balance (Always).

4. <Cash receipts>

Cash receipts

(Always).

Whenever you open a cash journal, the Cash Payments tab fields
default. Select the Cash Receipts tab every time before you begin

making entries.
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Helpful tip : Use the layout for the Cash Receipts input fields to help
you remember the different data entry requirements for revenue and
customer receipts.

Cash Journal 6103 Company Code ARK
& Save Post || O3 Printcash journal |G Change cashjournal | g2 Editing Options

Data selection Balance display for display period
Display period
[8/09/2087 - £8/09/2007 Opening halance 000 Ush
4 Today | + Total cash receipts 0.80 USD  MNumber: 0
4 This week » + Total check receipts 0.00 USD MNumbet: ]
i Current period L - Total cash payments 0.8 UsD Mumber: L2}
Cash journal: DFA AT = Closing balance 0.88 USD
Companycode:  State of Arkansas Cash thereof 0.8 UsD

Cashpayments '~ Cashreceipts | Checkreceipts |

Busines... |GIL Do... Amount Recpt recipient Reference Cost Center |Fund Busi @ Text Assignm...|Customer

=
| =)
|
|
|

evenue Recelpts

L BN

Revenue Receipts: Revenue receipts must have data in every field
(including derivations) at the completion of the “Business Area” field.

Cash Journal 6103 Company Code ARK

Eb Save Post Q Print cash journal I?ET Change cash journal g7 Editing Options

Data selection Balance display for display period

Display period
08/09/2007 - DB/09/2007 Opening balance B.00 UsD
4 Today 3 + Total cash receipts 0.00 USD  Mumber: 2]
4 This week 3 + Total check receipts B.80 USD  Mumber, 2}
4 Current period » - Total cash payments 0.0 USD Number: L}

Cash journal DFAIATP = Closing halance 0.00 usD

Companycode:  State of Arkansas Cash thereof a.00 usD I

Cash payments ~ Cashreceints | Checkrecaipts |

_Busmes GIL Do Amount Recpt recipient Refarence Cost Center Fund Busi.. |Text Assignm._|Customer BPaosting Date|Doc. M

=) B2/09/2007

| (‘uqtnm|er Recelpts

Customer Receipts: Customer receipts must have data in every field
(including derivations) at the completion of the “Customer” field.
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Record Revenue Receipt Detail

Having confirmed cash journal selections, you are now ready to record
revenue receipt details on the Cash Receipts tab.

We begin with field definitions for the Cash Receipts tab and then show
you, step by step, how to use this tab to record receipt details with
specific selections and entries.

Cash Journal 6108 Company Code ARK

& Save Post O3 Print cash jourmal | B3 Change cash journal | @@ Editing Options

Data selection Balance display for display period
Display period

0F/26/2007 - 07/268/2007 Opening balance o.00 UsD

Today D + Total cash receipts o.00 UsD Mumber: o

This week » + Total check receipts 0.e0 UsD Number: o

Current period L - Total cash payments o.oa UsD Number: £}
Cash journal: DFA-OFF OF AC. = Closing halance o.o0 UsoD
Company code: State of Arkansas Cash thereof 0.00 usD

Cash payments | Cash receipts k Check receipts |

 |Business.. |GiL Dio... |Amount Recpt recipient Reference Cost Center |Fund Busi... (Text

ﬂ.

As we talk about the Cash Journal data entry fields, remember AASIS
creates and posts documents for each posted line.

1. Cash Journal (ZJ) documents debit the Cash Journal GL
account; credits the revenue account.

2. SPL documents add fund information to cash account line,
supporting fund accounting requirements.

3. CO documents record the credit entry to the cost center and
supports managerial reporting, allowing managers to run
controlling reports for account activity in their assigned areas of
responsibility.

4. FM documents record the receipt of cash and supports cash
basis reporting in FM reports.
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Cash Journal 6108 Company Code ARK
& Save Post| O3 Print cash joumal @Y Change cash journal | &2 Editing Options

Data selection Balance display for display period

Digplay period
07/26/20B7 07 /2672007 Opening balance B.00 UsSD
T Today T + Total cash receipts 0.00 UsD Number: o
4 This week » + Total check receipts 0.00 USD  Number o
i Current period L - Total cash payments 0.00 UsD Number: [c]
Cash journal: DFA-O AC = Closing balance B.00 UsSD
Company code: State o nsas Cash thereof 0.00 UsD

Cash payments ' Cash receipts | Check receipts |

Busin L Doc.stat.  |Amount Recpt recipient Reference Cost Center |Fund Business Area |Text Agsignment |Customer

&

Cash Receipts Tab-Field Definitions

As we mentioned in Chapter 2, you use different input fields based on
the type of cash receipt you are recording. We have defined all of the
input fields relevant to recording revenue and customer details.

= Business transaction— assigns the revenue account that
AASIS credits in the ZJ (Cash Journal) document or identifies
the entry as a customer receipt. For revenue receipts, this field
uses the GL account description as the business transaction
name.

=  G/L—defaults the GL account number from the selected
business transaction. DO NOT key information to this field.

= Doc. Stat—displays a red light to indicate an entry is not saved,
a yellow light to indicate an entry is saved and a green light to
indicate an entry (and subsequent background documents) is
posted. Use this field to keep from losing entries. Save
frequently!

=  Amount —defines the amount for the specified revenue account.
This is a required field.

= Recpt recipient— defines from whom the cash was received.
This is a required field.

= Reference —defines the check number or method of payment as
“cash.” This is a required field.

= Cost Center —defines the cost center and most importantly
derives the fund and business area information. This is a
required field.

NOTE: General Revenue Deposits ALWAYS post to Cost
Center “383359.”

» Fund—defines the fund receiving the cash and is derived from
the cost center. DO NOT manually enter information in this
required field.
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Cash Journal 6108 Company Code ARK
& Save Post| O3 Print cash joumal @Y Change cash journal | &2 Editing Options

Data selection Balance display for display period

Digplay period

07/26/20B7 07 /2672007 Opening balance B.00 UsSD

T TT + Total cash receipts 0.00 UsD Number: e}
4 This week » + Total check receipts 0.00 USD  Number o
i L - Total cash payments 0.00 UsD Number: [c]

Current period

Cash journal: DFA-| F AC = Closing balance B.00 UsSD
Company code: Statel ansas Cash thereof 0.00 UsD

Cash payments ' Cash receipts | Check receipts |

Busins

Doc.stat.  |Amount Recpt recipient Reference Cost Center |Fund Business Area |Text Agsignment |Customer

Business Area —defines the agency to which the revenue is
deposited and is derived from the cost center. DO NOT manually
enter information in this required field.

NOTE: General Revenue Deposits ALWAYS post to BA

“0610.”

Text—provides optional text entries (up to 50 characters) on the
revenue line in the ZJ document.

Assignment— defines the customer invoice document number.
This is a required field when entering customer receipts. This
field is not used for revenue receipts.

Customer— defines the customer account number to be
credited. The customer account name defaults in the “Recpt
recipient” field once you make this entry. This field is not used for
revenue receipts.

Order—defines the internal order for reporting purposes. This is
an optional field.

WBS Element— defines the WBS element for reporting
purposes. This is an optional field based on agency business
processes.
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Make Receipt Selections and Entries

At the end of this section, we will have recorded and saved four

revenue receipts.

Our first entry records the details for a General Revenue receipt for
Motor Carrier Penalties.

Cash Journal 6108 Company Code ARK

& Save Past| O Print cash journal | @ Change cash jourmal | £ Editing Options
Data selection Balance display for display period
Display period
0772672007 - O7/26/2007 Opening balance .00 uUsD
4 Today b + Total cash receipts o.00 UsD MNumber.
4 This week » + Total check receipts 0.00 UsD Number.
4 Current period 3 - Total cash payments 0.080 UsD MNumber,
Cash journal DFA-OFF OF AC.. = Clasing balance 0.00 UsD
Company code:  State ansas Cash thereaf 0.00 uUsD
Cash payments '~ Cash receipts L Check receipts ‘
Business...|G/L Do... |Amount Recpt recipient Reference Cost Center |Fund Busi... Text

=)

1. Business Transaction (Required): <Possible

Entries >.

A screen appears providing seven input fields you can use to define

business transaction search criteria.

Use this screen to search for business transactions by using either the
“Business transaction” search field or the “GL Account No” field. To
further restrict your search criteria, you can also use both fields at the

same time.

We show you both methods on the next page.

Cash payments " Cash receipts k Check receipts |

Do, [Armount Recpt recipient

Reference

Business transaction

Company

Code

|
I
L
i Bus. trangac. number

Business trans. type

‘ GAL Account Mo

Tax code

Bus. Trans. Blocked

taximum Mo, of Hits

a00

o | || E=
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Search Business Transactions by Revenue Description

We know we have received cash as payment for a Motor Carrier
Penalty and will use this to help us find the business transaction we
need.

_ Restrictions |

Bugziness rahsaction \il *Carrier*‘ lg

Bus. transac. number

Company Code \il ARK

Business trans. type

G/L Account Mo.

Tax code

Buz. Trans. Blocked @ L
[«]

td awimum Mo. of Hits 500 [+]

2. Business Transaction field: <*Carrier*>.

Enclosing the search term with asterisks tells AASIS to search all
business transactions that contain the word “Carrier” anywhere in the
description.

3. <Enter>E.

Using your search criteria, AASIS displays four possible entries. Note
how each business transaction contains the word “Carrier’ somewhere
in the name.

Zash Journal Business Transaction (13 4 Entries found

Restrictions |

y [0 [68]%] [O5] &

Business transaction = Tran.no|CoCcI |Ty|1e|G.-L Acct |Tx |BusTraBI... |Acc1 M... |Tax Modl. |

INTERSTATE MOTOR CARRIER (0514 ARK R 4031092000
MOTOR CARRIER FEEACT 102 0106 ARK R 4011007000
MOTOR CARRIER PEMALTIES 5 0113 ARK R 4012001000
MOTOR CARRIER PERMIT FEES 0107 ARK R 4011008000

oo
oo
oo

About the “Business Transaction” Screen

Use this screen to review information about each business transaction.
= Business transaction —displays GL account description.

= Tran.no —displays the business transaction number. AASIS
uses this number to identify the GL account it credits on posted
documents.
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About the Business Transaction Screen (cont)

= Cash Journal Business Transaction (1) 4 Entries found

=
FIEAN |

Business transaction Tran.no|CoCd |Ty|1e|G.-L Acct |Tx |BusTraBI... |Acct M... |Tax Mod. |

INTERSTATE MOTOR CARRIER |0514  ARK R 4031092000 ] ] ]

MOTOR CARRIER FEE ACT 102 0106 ARK R 4011007000 ] ] ]

MOTOR CARRIER PENALTIES & 0113 ARK R 4012001000 ] ] ]

MOTOR CARRIER FERMIT FEES 0107  ARK R 4011008000 ] ] ]

= CoCd—defines the highest level business entity as the State of
Arkansas.

= Type—defines the type of account assigned to the business
transaction.

v “R” represents a Revenue GL account.
v' “B” represents a Bank (Cash) GL account.

v' “D” represents a Customer account (Asset GL
Reconciliation account).

=  G/L Acct— defines the account number AASIS credits when the
entries are posted.

Use this field and your knowledge of the Revenue account
numbering conventions to ensure you are choosing the correct
revenue classification.

Looking at this list, we can eliminate business transaction number
“0514.” It is assigned to the wrong revenue account classification.

Business transactions “0106” and “0113” are assigned to the right
revenue account classification but do not match the receipt description.

This leaves business transaction “0107.” It matches the correct revenue
classification and it also matches the receipt description.

Cash Journal Business Transaction (13 4 Entries found

Restrictions |

=
ivini[ﬂ]i&ﬁi@li iEIE IF

IBusiness transaction A|Tra||.no|CoC(I |Ty|)e|G.-L Acct |T}-( |BusTraBI... |Acc‘t M... |Tax Modl. |

INTERSTATE MOTOR CARRIER 0514 ARK R 4031082000 ] ] ]
MOTOR CARRIER FEE ACT 10 06  ARK R 4011007000 ] | ]
MOTOR CARRIER PEMALTIE 3 ARK R 4012001000 [] ] ]

MOTORCARRIERPERMITFEES|D1D? ARK R 4011008000 ] | ] ]

4. Double click “"Motor Carrier Permit Fees” or arrow
down to “"Motor Carrier Permit Fees” and <Enter>.

This selects the business transaction and populates the field on the
Cash Receipts Tab.
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Search Business Transactions by GL Account Number

You can also look up business transaction information using the “G/L
Account No.” field.

Cash Journal Bus

Restrictions |

2zs Transaction (1)

Buziness tranzaction
Busz. transac. number
Company Code
Buziness trans. type
G/L Account Mo,
Tax code

Bus. Trans. Blocked

Mawirmurn No. of Hits

I
A
-

M 011

a00

1. G/L Account No. field: <401*>,

This time we place the asterisk at the end of the first three digits in the
GL account number range we want AASIS to search.

We use 401* because we know that General Revenue accounts begin
with these digits. Here we are telling AASIS to look up all business
transactions assigned to GL accounts that begin with 401.

2. <Enter>E.

Using your search criteria, AASIS displays several matches to your

search criteria.

Restictions |

=

MCIEEEREE

Business transaction

“|Tran.no|coca |

ABC PERMIT VIOLATION ACT 0115 ARK

ABC TRANSCRIPTS ACT 790/
AMUSEMENT MAGHINE TAX
ANONYMOUS CONTRIBUTIONS
APPLICATION RGIST-RENEWAL
BAIL BONDS FEES 700/93
BEER ENFORCEMENTACT 271
BEER PERMITS

BEER TAX

BINGO REG FEE NONPROFIT 9
BINGO REG FEE PROFIT 838/
BINGO TAX 839/93

CIGAR & TOBACCO
CIGARETTE

GIGARETTE PAPER EXCISE TA
CORPORATION TAX

DUI DRIVERS LIC REINSTATE
DI DRIVERS LIC REINSTATE
ELECTION COMM FINES ACT 8

0103
017
0416
0110
0415
25
0121
24
0105
0104
ag
80
79
96
T4
a9
0119
0410

EMPLOYMENT AGENCY LICENSE 07118

ESTATE TAX

22

ESTIMATED CORPORATION TAX 75

EXAMINATION FEES

EXCESS SECURITY DEPT
FINE PEN GTC ACA26-57-261
FRANCHISE TAX

HEALTH CARE PROVIDER AGT
IMPORTED YWINE ACT 424/87
IMPORTED WINE TAX.
INDIMIDUAL ESTIMATE INGOM
INDIVIDUAL INCOME TAX
LARGE TRUCK SPEED FINE 13
LIQUOR ENFORCEMENT §.20 F
LIQUOR PERMITS

0112
0815
0783
73
0408
a1
a0
77
76
0116
a7
0122

ARK R
ARK R
ARK R
ARK R
ARK R
ARK R
ARK R
ARK R
ARK R
ARK R
ARK R
ARK R
ARK R
ARK R
ARK R
ARK R
ARK R
ARK R
ARK R
ARK R
ARK R
ARK R
ARK R
ARK R
ARK R
ARK R
ARK R
ARK R
ARK R
ARK R
ARK R
ARK R
ARK R

Iy|)e|G-L Acct ‘Tx ‘BllsiraEl... ‘Accl M... ‘Iax Mo(l.‘
R

4012003000
4011004000

1]

4013001000
4017001000
4011011000
4013011000
4010014000
4013005000
4010012000
4011006000
4011005000
4010027000
4010009000
4010002000
4010025000
4010003000
4010028000
4013003000
4012005000
4013002000
4010011000
4010004000
4011012000
4011015000
4012009000
4010002000
4010029000
4010020000
4010019000
4010006000
4010005000
4012004000
4010016000
4013006000

1 e o e e e e o o
1 e o e o e e e e o
1 e e e o e e e e e o o o
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Use the scroll bar or arrow down key to view and select the appropriate
match.

Search Business Transactions by Multiple Search Criteria

You can also use the “Business transaction” and the “G/L Account No.”
fields.

If you choose to use multiple search criteria, make sure you understand
this method limits what AASIS looks for. It may not display what you
need. If this happens, broaden your search by using fewer fields.

Here we use search fields, “Business transaction” and “G/L Account
No.”

Restrictions |

Busziness transaction @ *Carriery ‘

Bus. tranzac. number

Company Code \i\ ARK

Buzinesz trang. type '
/L Acoount No. H -

Tax cods

Bus. Trans. Blocked \i\

b aximurn Mo, of Hits a00

AASIS displays all matches for business transactions assigned to
General Revenue accounts containing the word “Carrier” somewhere in
the “Business transaction” field.

Cash Journal Business Transaction (1) 3 Entries found
Restrictions |

[ w

AL R

Business transaction N Tran.no|CoC(I |Ty|}e|G.-L Acct |Tx |BusTraBl... |ﬁ.cct M... |Tax Maoil. |
MOTOR CARRIER FEE ACT 102 (0106  ARK R 4011007000 1 ] 1
MOTOR CARRIER PEMALTIES S 0113 ARK R 4012001000 ] | ]
MOTOR CARRIER PERMIT FEES 0107 ARK R 4011008000 1 ] 1

5. Double click the appropriate line.
Ouir illustration uses Tran.no “0107.”
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Note: The GL account field updates if you press “Enter” before making

other entries. This information defaulted from the business transaction
and we are ready to finish this receipt entry.

Cash Journal 6108 Company Code ARK

& Save Post | O Print cash journal |G Change cash journal | g2 Editing Options

Data selection Balance display for display period
Display period
71342007 - OF 1372007 Opening balance 008 UsD
T Today T + Total cash receipts 0.00 UsD Mumhber: o
4 This week b + Total check receipts 0.08 uUsD Murmber: o
L Current period L - Tatal cash payments 0.00 UsD  Mumber: o
Cash journal: DFA-OFF OF ACC . = Closing balance 0.60 Ush
Company code:  State of Arkansas Cash thereof 0.80 UsD

Cash payments ~ Cashreceipts | Check receipts |

|_ Business tran...| GiL Da... |Amount Reference |Recptrecipient |Cost Center Fund Busi... |Posting Date | Text Assi.
| MOTOR CARRI.. 4011007000 @@ 150.00 (2147 Harry Smithson (383354 o7 /13/2007

6. Amount field (Required): <150.00>.
7. Reference field (Required): <###H#>.
Our illustration uses “2147.”
Use this field to record the check number or “Cash.”
8. Recpt recipient field (Required): <Name>.
Our illustration uses “Harry Smithson.”

Use this field to record the name of the person the cash was received
from.

9. Cost Center field (Required): <383359> (Always
for General Revenue).

10. <Enter>.

AASIS uses the cost center to derive the fund and business area
information.

You may also want to complete these optional fields.
11. Internal Order field (Optional): If applicable.
Not illustrated.
12. WBS element field (Optional): If applicable.
Not illustrated.
13. Text field (Optional): <50 Characters>.

Not illustrated. This field allows agencies to store additional
text, up to 50 characters, on the document line.
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Cash Journal 6108 Company Code ARK

3 Save Past O Printcashjounal | B Changa cashjournal g2 Editing Options

Diata selection Balance display for display period
Digplay period
07/13/2007 - O7/13/2007 Opening balance 000 usDh
4 Today » + Total cash receipts 0.00 UsD Murmber: 2]
4 This week » + Total check receipts .00 UsD Mumhber: 2}
L] Current period » - Total cash payments 0.80 USD  Mumber: ]
Cashjoumal.  DFA-OFF OF AGC.. = Closing balance 800 USD
Company code:  State of Atkansas Cash thereof 0.00 UsD
Gash payments -~ Cash receipts | Checkreceipts | '
|_ Business tran...|GiL Cio... |Amount Reference |Recptrecipient |Cost Center [Fund Busi... |Posting Date [ Text Assi. |

| |MoToR CARRT

4011007000 (@@@| 150.080 2147 Harry Smithson 383354 AGADDOO BE16 |87 /13/2007

14. Validate Fund and Business Area information.

Because we are receipting General Revenue, we know that Fund
“AGA0000” and BA “0610” are correct entries.

Notice the “Doc St” field displays a “Red” light indicator. This means the
entry is not saved.

15. <S

ave> i Save

Several things happen.

Cash Journal 6108 Company Code ARK

& Save Post |8 Printcash journal |G Change cash journal | g2 Editing Options

Data selection Balance display for display period
Display period
OFi1342007 - OF /1372007 Opening halance .08 uUsD
T Today _D + Total cash receipts 150,688 USD MNumbetr:
4 This week » + Total check receipts T O0 USD Number 2]
i Current period _D - Total cash payments B.88 USD  Mumber o
Cash journal: DFA-OFF OF ACC = Closing balance 150.88 USD
Company code:  State of Arkansas Cash thereof 150.08 USD

Cashpayml Cashreceipts | Checkreceipts | l 1

Business fran...

GiL Dio... |Amount Reference |Recpt recipient |(Cost Center [Fund Busi... |Posting Date | Text ASSI...

MOTOR CARRI ..

4011087000 159.09'214? Harry Smithson|383359 GAOOAE @E10 |7 /1372007 |

The “Business Transaction” field closes.
The “G/L” field closes.

The “Doc St” indicator changes to yellow.
The “Amount” field closes.

The “Cost Center” field closes.

The “Posting Date” field closes.

The “Balance display for display period” screen element
updates, displaying $150.00 “+Total cash receipts” and the
“Number” field displays one saved line on the Cash
Receipts Tab.
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Our second entry records the details of an “Other Revenue” receipt
recorded to the “Other Fees” GL account. We use a cash fund in this
illustration.

We start with the search window for the “Business transaction” field.

Cash Journal 6108 Company Code ARK

&3 Save Past ||} Printcash journal |G Change cash journal | g7 Editing Options

Data selection Balance display for display period

Display period
A7 1342007 - B7/13/2007 Opening balance B.068  UsD
T Today T + Total cash receipts 150. 008 USD Mumber: 1
4 This week » + Total check receipts o.08 UsD Mumber: o]
i Current period L - Total cash payments o.08 UsD Mumber: o]

Cash journal: DFA-QOFF OF ACC . = Closing balance 150. 008 USD

Company code:  State of Arkansas Cash thereof 150. 008 USD

Cash payments ~ Cashreceipts | Checkreceipts |

_Elusinesstran... GilL Do... |Amaount Reference |Recpt recipient |Cost Center (Fund Busi... |[Posting Date (Text Assi

MOTOR CARRI.. |401108087000 @o@| 1508.008 2147 Harry Smithson 383359 AGADDEO |[BE10 B7/13/2007

Cash Journal Busi

R estictions l
Business transaction li‘ *Other*

Bus. transac. number

Company Code li‘ ARK
Business tranz. type

G/L Account Mo, li‘ 404*
Tax code

We use both the “Business transaction” and “G/L Account No.” fields to
make our Business Transaction selection.

1. Business transaction field (Optional): <*other*>.

We want AASIS to search all business transactions (GL account
descriptions) that contain the word “other” somewhere in the field.

2. G/L Account No. field: (Optional): <404*>,

We also want to limit our search to business transactions assigned to
GL accounts beginning with 404* that contain the word “other”
somewhere in the description.

We use 404 because we know 404 revenue accounts are classified as
“Other Revenue.”
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o3

Cash Journal 6108 Company Code ARK

@ Save Post |3 Printcash journal

I-'Ef Change cash journal | @2 Editing Options

Data selection

Balance display for display period

Display periad
07132007 - 671372007 Opening balance 6,00 UsSD
4 Taday [ + Taotal cash receipts 150,80 USD  Number. 1
4 This week » + Total check recaipts 008 UsD Mumber: 2]
4 Current period » - Total cash payments 008 UsD Mumber: 2]
Cash journal: DFA-OFF OF ACC . = Closing balance 186,08 USD
Company code:  State of Arkansas Cash thereof 150,88 USD
Cashpayments ~ Cashreceints | Checkreceipts |
_Elusinesstran...GIL Do... Amount Reference |Recpirecipient |Cost Center |Fund Busi... \Posting Date [Text ASSi
MOTOR CARRI.. 4011007000 |@2@ 150.00 (2147 Harry Smithson (383359 AGROOOR BE10 A7 1342007

Flestrictions |

Business transaction Ii‘ *Other®

Bus. transac. number

Compary Code Ii‘ ARK
Business trans. type

GAL Account Ma. @ A04*
Tax code

3. <Enter>”i.

Using our search criteria, AASIS displays a list of possible matches.

Cash Journal 6108 Company Code ARK
Sb Save Post Q Print cash ind

Busines. |GIL Do |Am
MOTOR C.. 48712001000

Drata selection Restrictions ‘
Display period = T
07/26/2007 - 87/26/2007 [p g | AR B O ‘
4 L) L4 Busil 1r: i “Tran.lmlCoC(l|Ty|)e|GeL Acct |Tx |Bu5TraBI... |AcctM... ‘Taan(I.l
4 UGIERCEENS P | |FARM PROGRAN-OTHER REV 0807 ARK R 4047002200 0 0 ]
| 4] Curentperiod | B| | |MATE TELEFHONE-OTHER RE 0810 ARK R 4047002500 | | |
OTHER FEES [0281  ARK R 4041028000 ] ] O
Cashjournal:  DFA-OFF OF ACC| OTHER NON-REVENUE 0545 ARK R 4046001000 0 0 O
Company code;  State of Arkansas) OTHER RENT 0303 ARK R 4044003000 ] | (|
OTHER SALES 0305 ARK R 4047002000 0 0 O
Gash payments© Gash receipt] CTHER STATE BENEFITREIME 0313 ARK R 4040015300 ] O O
PRISON HOUSING-OTHER REY 0809 ARK R 4047002400 0 0 0

4. Arrow down list to "Other Fees” Double click the

line or <Enter>

L

The “Business transaction” field updates.
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Cash Journal 6108 Company Code ARK

&3 Save Fost O Printcashjournal | §3 Change cashjournal | &7 Editing Ontions

Data selection Balance display for display period
Display period
07/1372007 - 0741372007 Cpening balance 0.08 UsD
T Today T + Total cash receipts 1860.00 USD Mumber: 1
4 This week » +Total check receipts 0.0 USD  Number: a
i Current period L - Total cash payments .60 UsD Mumber: o
Cash journal: DFA-OFF OFACC... = Closing balance 150,00 UsSD
Company code:  State of Arkansas Cash thereof 180.00 USD

Cashpayments  Cashreceipts | Check receints |

|_ Business tran_. |GiL Do... |Amount Reference |Recpt recipient |Cost Center |Fund Busi... |Posting Date |Text Assi
MOTOR CARRI..|4011007000 15000 2147 Harry Smithsan (383358 AGADDRD [DE10 B7/13/2007
|| loTher FeEs | a7 /13/2007

Let’s finish the entries.

Cash Journal 6108 Company Code ARK

& Save Post ||} Printcash joumal |G Change cashjournal | 42 Editing Options

Data selection Balance display for display period

Display period
071342007 - 0741372007 Qpening halance 0.88 usD
T Today T + Total cash receipts 150,088 LSD Mumber: 1
4 This week » + Total check receipts 0.08 usD Numhber: o
L Current period L - Total cash payments 0.88 UsD Mumber: o

Cash journal: DFA-OFF OF ACC . = Closing balance 150 88 1USD

Company code:  State of Arkansas Cash thereof 150,088 LSD

Cashpayments ~ Cashreceipts | Check receipts |

|_ Business tran...|Do... |Amaount Reference |Recptrecipient |Cost Center |Fund Busi... |Posting Date [Text Assi.. |Cust..|Ord
| MOTOR CARRI. |@2@| 150.00 2147 Harry Smithson 383359 AGAOOOE [BE10 [@F 41372007
| OTHER FEES 2757841 David Jones 383351 0741312007

5. Amount field (Required): <$$$$>.
Our illustration uses <275.00>.

6. Reference field (Required): <Check number>.
Our illustration uses “7841.”

7. Recpt recipient field (Required):<Name>.
Our illustration uses “David Jones.”

8. Cost Center field (Required): <#H#HH#H#H##>.
Our illustration uses “383351.”

9. <Enter>.
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Cash Fund “7006109” and Business Area “0610” derive from the cost

center, updating the “Fund” and “BA” fields.

Note the GL account field also updates from the “Business Transaction”

field.
Cash Journal 6108 Company Code ARK
&3 Save Post |03 Printcash journal | B Change cash joumnal | @@ Editing Options
Data selection Balance display far display period
Display period
071302007 - 071372007 Opening halance 0.00  UsD
4 Today » + Total cash receipts 150,08 UsSD Mumber: 1
4 This week » + Total check receipts o.gg  UspD Mumber: o
4 Current period » - Total cash payments o.gg  UspD Mumber:
Cash journal: DFA-OFF OFACC... = Closing halance 15068 USD
Company code:  State of Arkansas Cash thereof 15068 USD
Cash payments ' Cashreceipts | Check receipts |
|_ Business tran...|Da... |Amount Reference |Recpt recipient |Cost Center [Fund Busi... |Posting Date | Text Assi.. (Cust.. |Ordd
| MOTOR CARRI. | @O@| 150.08 2147 Harry Smithson 383359 AGADOED (EE10 BT 32007
| OTHER FEES |@@@| 275.00 [7841 David Jones  [383351 TOOG1ET |[EE1Q (BT 132007

10. Validate “"Fund” and “"Business Area” information.

You may also want to complete these optional fields.

11. Internal Order field (Optional): If applicable.

Not illustrated.

12. WBS element field (Optional): If applicable.

Not illustrated.

13. Text field (Optional): <50 Characters>.
Not illustrated. This field allows agencies to store additional

text, up to 50 characters, on the document line.

14. <Save>l2 % |
The document status field light changes to yellow.

In our next entry, we receipt Federal revenue using Business
Transaction no “0329,” Federal Grants and Reimbursements.

This time we use a WBS Element because it is a reporting requirement

for Federal Grants.

Our instructions begin with the “Amount” field on the next page.
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Cash Journal 6108 Company Code ARK

&3 Save Post |3 Printcashjoumnal | & Change cashjournal | g2 Editing Options

Data selection

Balance display for display period

Display period
O7/25/2007 - 07/29/2007 Opening balance B.00  UsD
4 Today » +Total cash receipts 400.75 USD  Number: 2
4 Thig waek > + Total check receipts 0.08 UsD Mumber: o
4 Current period » - Total cash payments 0.08 UsD Mumber: o
Cash journal: DFA-OFF OF ACC .. = Closing balance 400.75  USD
Company code:  State of Arkansas Cashthereof 400.75  USD
Cash payments '~ Cashreceipts | Check raceipts |
|_ Busines... |GiL Da... |Amount Reference Recpt recipient Caost Center |Fund Busi... |Posting Date Text
| MOTOR C.. 4011008000 | @O0 150. 00 2147 Harry Srmithson 383359 AGADEEA 0610 |07 /29/2007
| OTHER F.. 4041028000 @O0 250.75 7041 Dravid Jones 383251 HSCE181 010 (@7 /207 200F (@)
| 0329 345147687 Fed At Froject 383201 07 /29/2007

1. Amount field (Required): <$$$%$>.
Our illustration uses <345.00>

2. Reference field (Required): <Check number>.
Our illustration uses “147687.”

3. Recpt recipient field (Required): <Name>.

Our illustration uses “Fed Art Project.”

4. Cost Center field (Required): <#HH####>.
Ouir illustration uses “383201.”

5. <Enter>.
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The cost center derives Fund “HSC6101,” Business Area “0610” and

the “G/L” field updates, displaying account “4050004000".

We need to add the WBS element before we save this entry.

Cash Journal 6108 Company Code ARK

& Save Post 3 Print cash journal

Eﬁ’ Change cashjournal | g2 Editing Options

Data selection

Balance display for display period

Display period
O7/26/2007 - O7/20/20807 Opening balance 0.80 UsSD
4 Today » + Total cash receipts 400.75 USD  MNumber 2
4 This week b + Total check receipts 0.80 USD  Mumber: 1
4 Current period » - Total cash payments 0.88 USD  Mumber 2
GCashjournal,  DFA-OFF OF ACC = Closing balance 40075 USD
Company code; State of Arkansas Cash thereof 400.75  USD
Cash payments ' Cashracaipts | Checkreceipts |
\ Busines . |G/L Do |Amount Reference Recpt recipient Cost Center Fund Busi.. Posting Date Text Ass Order ement
‘ MOTOR C.. 408110028000 |@CO! 150.00 2147 Harry Smithsan 383359 AGABOOD BE1D D7/28/2007
‘ OTHER F_ 4041028008 25075 70M David Jones 383251 HSCA101 BE1O D7 /28/2807
‘ FEDERAL .. 4A50BA4008 345 .00 (147687 Fed Art Project 383201 HSCA101 BE10 |B7/28/2007 F_B610_FEDARTADM

6.

7.
8.

WBS Element field (Required on Federal Grants)
<Up to 22 Characters>.

Ouir illustration uses <F.0610.FEDARTADM>
<Enter>.

Confirm “"Fund” information.

We do this a second time to make sure the WBS element did not
overwrite the fund derivation from the cost center.

Remember, statistical WBS elements do not derive fund information but
a non-statistical WBS element does.

If the fund information does change, contact your agency’s project or
fiscal manager.

9. <Save>

&3 Save
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Here our illustration includes a fourth saved entry. This new entry is a
receipt recorded to the Fallen Firefighter Memorial License GL account.
Notice this G/L account is classified as Special Revenue.

Look at the “Balance display for display period” fields. The “+Total cash
receipts” field displays the total amount we have entered on the Cash
Receipts tab. The “Number” field also tells us this total comes from “4”
lines saved on the same tab.

The “=Closing balance” field also displays a balance. This tells us we
have not finished the business process.

We still need to record the deposit amounts, by fund total, using the
Cash Payments Tab.

Cash Journal 6108 Company Code ARK

& Save Post || &} Print cash joumal

Eﬁ Change cash journal g2 Editing Options

Data selection

Balance display for display period

Display period

Today

071372007 - 07/13/2007

Current period

Kl D
4 This week »
A L]

Opening balance

+ Total cash receipts
+ Total check receipts
- Total cash payments

0.00
816.50
0.00
0.00

usD
usD
usD
usD

Mumber:
Mumber:
Mumber:

Cash journal: DFA-OFF OF ACC = Closing balance 816.50 LsSD

Company code:  State of Arkansas Cash thereaf 816.50 UsSD
Cashpayments  Cashreceipts | Checkreceipts |

_Busmesslrans... GiL. Do... |Amount Reference |Recptrecipient |Cost Center |[Fund Busi... |Posting Date | Text Assi.. [Cust. |Order [WBS Element

MOTOR CARRIE.. 4011007000 @D@ 150.00 2147 Harry Smithson (383359 AGADBED 0610 |B7/13/2007
OTHER FEES 4041028000 |@O@  275.00 7841 David Jones (383351 TORE1ED UE10 |BT/13/20087
FEDERAL GRAN. 4050004000 (@@ 345.08 14687 Fed ArtPoject (383201 HSCG101 0610 B7/13/2007 F BE108. FEDARTADM
FALLEN FIREF. 4023017000 @00 46.508 5471 Lynn Reed 3a32m1 HSCE181 0610 |B7/13/20087

Record Customer Receipt Detail

Use the following information to record customer receipt details on the
Cash Receipts tab.

Keep these key points in mind.

= Always use Business Transaction “1” for customer receipts.

= For the clearing process to work correctly, customer receipt
accounting details must match accounting details on the
customer invoice.

= While revenue receipts and customer receipts use some of
the same input fields, HOW you use these fields may differ
for customer receipts.

= Customer receipts require additional research and data entry
(see the beginning of this chapter).
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= The Cash Receipts Tab background documents are different
for customer payments:

v' Customer Payment document is a DZ document type
instead of a ZJ.

This document supports the customer clearing process
by crediting the customer account and debiting the
Cash Journal account.

v" SPL document adds fund information to cash account
line, supporting fund accounting requirements.

If the fund information on the customer payment is not
the same fund information on the customer invoice, the
SPL document records a Due To/Due From
(DT/DF)balance between these funds once the
customer clearing process finishes.

A DT/DF balance caused by incorrect Cash Receipt Tab
entries is an accounting error that must be fixed by the
agency.

= Entries to the Cash Payments Tab are the same for customer
payments and revenue receipts.
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Make Customer Receipting Selections and Entries

Using the customer information we looked up at the beginning of this
chapter, in this section we show you how to enter customer receipts.

Cash Journal 6108 Company Code ARK

Eb Save Post Q Print cash journal I{‘“ Change cash joumal | g2 Editing Options

Data selection Balance display for display period

Display period
O7/14/2007 - O7/14/2007 Opening balance 425.00 UsSD
[«] Today D +Total cash receipts 391.50 USD  Number: 2
4 This week 3 + Total check receipts 0.08 USD  MNumber: o
i Current period 7} - Total cash payments 0.08 USD  MNumber: [}

Cash joumnal DFA-OFF OF ACC = Closing balance 816.58 UsD

campany code: State of Arkansas Cash thereof 81650 USD

Cash payments ' Cash receipts | Checkraceipts |

Busines... \GIL Do.. Amount  |Refere.. Recptrecipient |CostCent.. Fund Busi... P.. Test Assignment (Customer  |Order WBS Element

MOTOR C. 4011807008 158 80 (2147 Harry Smithson (383359 AGABDOD BE10 [BF

FEDERAL . 4050804008 345 .00 14687 Fed At Poject 38321 HSCE1@81 |BE10 [BF F . B610 FEDARTADM

[ces)]

OTHER F. 4041828008 |@C@| 275 80 7841 David Jones 1383351 TODR1OS BE10 [BF
[ces)]
[ces)]

FALLEN . 4023817008 46 50 (5471 Lynn Reed 38321 HSCE1@81 |BE10 [BF

1 25 D457 1383201 07.. 4045001000 [

1. Business Transaction (Required): <1>.
ALWAYS use Business Transaction “1” for customer receipts.

This selection tells AASIS to post a customer payment (DZ) document
once the Cash Journal line is posted. The DZ document credits the
customer account supporting the customer clearing process and debits
the cash journal account.

2. Amount (Required): <$$$%$>.

Ouir illustration uses <25.00>. This amount matches the full
amount on our reference invoice.

Even though our example uses the full invoice amount, please keep in
mind the receipt amount and the invoiced amount do not have to match.

3. Reference (Required): <####>.
Our illustration uses <2457>.
This field records the method of payment, i.e. check number or “Cash.”
4. Cost Center (Required): <###H#HH#>.

Ouir illustration uses cost center <383201>. This matches the
cost center on our reference invoice and will derive the same
fund information.

5. Text (Required): <Invoice GL Account #>.

Our illustration uses <4048001000>. This is the GL account used
on the customer invoice.

Always enter the GL account number from the customer invoice in this
field. If you don'’t, the deposit slip information will be incomplete and
Treasury won't accept the deposit.
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Cash Journal 6108 Company Code ARK
&2 Save Post O3 Printcashjournal | @ Change cash journal || 22 Editing Options

Data selection Balance display for display period
Display period
o7/14/2007 - B7/14/2007 Opening balance 425.00 UsSD
4 Today » + Total cash receipts 391 50 USD  Mumber 2
4 This week » + Total check receipts 8.98 USD  Mumber. a
4 Current period » - Total cash payments B.80 USD  Number: o
Cash journal DFA-OFF OF ACC = Closing balance 816.50 USD
Company code: State of Arkansas Cash thereof 816.50 USD

Cash payments ~ Cashreceipts | Checkreceipts |

| |Busines... [GIL Do... Amount  Reference Recptrecipient CostCent..|Fund Busi... P.. Text Agsignment |Customer  |Order WVBE Elemen
HOTOR C.. 4011007000 @O@| 150.08 2147 Harry Smithson 383358 AGABOAD [DG1D A7
0THER F.. 4041028000 @O@ 275.00 7841 David Jones 383351 TOOG109 0610 |B7.
FEDERAL.. 4050004000 |@O@ 345,00 14687 Fed Art Poject 283201 HSCE101 U610 |B7.. F.O610.FED
FALLEN . 4023817800 46 58 5471 Lynn Reed 383201 HECE1E1 |OR160 @7

‘ 1 25 802457 383ze1 B7..14048001000 18000723 |BOEROOOTZ (&

I

6. Assignment (Required): < Invoice Doc #>.

Our illustration uses <18000723>. This is our customer invoice
document number.

ALWAYS use the customer invoice document number in this field.
7. Customer (Required): < Customer Account #>.

Ouir illustration uses <600000012>. This is the customer account
number on our reference invoice.

ALWAYS use the invoice customer account number in this field.
8. < Enter>.

AASIS populates the “Recpt. recipient,” “Fund” and “Business Area”
fields.

The cost center derives the fund and business area information. The
customer account number derives the receipt recipient information.

Cash Journal 6108 Company Code ARK
& Save Post O3 Printcashjournal |G Change cash journal g2 Editing Options

Data selection Balance display for display period

Display period
a7/14/2007 - 07/14/2007 Opening balance 425.00 USD
4 Today » +Total cash receipts 381.50 USD  Mumber 2
4 This week » +Tatal check receipts 0.80 USD  Mumber; 0
4 current period » - Total cash payments 0.80 USD  Mumber: o

Gash journal DFA-OFF OF ACC = Closing balance 816.50 UsSD

Company code. State of Arkansas Cash thereof 816.60  USD

Cashpaymenls ' Cashreceints || Checkreceipts |

Busines.. |G/L Do.. Amount | Refere.. |Recpt recipient  |CostCent...|Fund Busi... |P... [Text Agsignment |Customer |Qrder WHES Elemnent
MOTOR C. 4811007000 @O@ 15000 2147 Harry Smithson 383369 AGREDDB |BE18 |7
OTHER F.|4841028000 |@C@| 275.00 7841 David Jones 383351 7005109 |BG10 |O7..
FEDERAL ..|4850084008 345.00 14687  |Fed AnPoject 383201 HSCE101 |BE10 |OF.. F.0818 . FEDARTADM
FALLEN . |4823017000 |@0®| 46.50 5471 Lynn Reed 383ze1 HSCE101 |BE10 |OF..
CUSTOME 25 .08 2457 Eddie Munsteur [383281 HSCE101 |B618 |07 .. 4048001000 18000723 |GOEEOOE1Z

9. Validate derived data.
10. If applicable: <Internal Order>
11. If applicable: <WBS Element>.

12. < Save>|® 5*e |
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Receipt & Deposit Revenue/Customer Payments

In the picture below we used steps 1-10 to record one more customer
receipt.

Cash Journal 6108 Company Code ARK

& Sawve Post Q Print cash journal Iﬂ Change cash journal | g2 Editing Options

Data selection Balance display for display period
Display petiod
O7/14/2007 - O7/14/2007 Opening balance 425.00 USD
4 Today » +Total cash receipts 481.50 USD  Mumber 4
4 This week b +Total check receipts 0.0 USD  MNumber £}
4 Current period » - Total cash payments 0.00 USD MNumber: o
Cash journal: DFA-OFF OF ACC = Closing balance 916.50 USD
Campany code! State of Arkansas Cash thereaf 916.50 USD Customer R ceipts
I Cash payments ' Cashreceipts | Checkreceipls | H I
1
¥|Busines... [GiL Do |Amount  Refere. . Recptrecipient  CostCent. |Fund Busi_ |P_ " Text Assignment [Custamer  Order WiBS Elerment
MOTOR C.. 4811087008 150.00 2147 Harry Smithson (383358 AGARAOD PE1O |B7
OTHER F.. 4041028008 275.00 7841 David Jones 3833561 TO0G109 0610 jB7..
FEDERAL .. 4050004008 |@C@| 245.80 14627  Fed At Poject 383201 HSCE101 [BE10 |B7.. F.BE18 . FEDARTADM
FALLEN 4023017008 46.50 5471 Lynn Reed 383201 HSCE101 BE10 @7
CUSTOME 200 2500 2457 Eddie Munsteur 383201 H5CE101 D610 |B7..|4048001000 18000723 [GOEAOOB1Z
CUSTOME @CO| 75.80 2742 Rosie Cheeks 3833 FFEE101 610 |B7.. 4031042000 (18000737 [GODDOOE1S

Note: Revenue receipt entries stop at the “Business Area” field.
Customer receipt entries stop at the “Customer” field.

ZBCJ—Clearing Summary Report

We’'ve mentioned that the Clearing Summary Report in ZBCJ uses
AASIS to calculate and total Cash Receipt entries by fund for you.

This is especially helpful if you have entered and saved several receipts
to multiple funds.

Using the “Transaction Command” field, we execute ZBCJ from the
Cash Journal screen.

Cash Journal 6108 Company C§
&5 Save Post | &3 Print cash joumal

shdJournal  Edit Goto Ewtrs

Data selection

Display period

B7 /1472807 - D7/14/2007 G‘ ."Il:lzl:ll:i E|
4 Today »
4 This week »
4 Current period »

Cashjoumal:  DFA-OFF OF AGG = Glosing balance 916.50 LD
Company code:  State of Atkansas Cash thereof 916.50 USD

Cash payments ' Cashreceipts | Checkreceipts |

Busines... GIL Do.. |Amount  Refere.. Recptrecipient  CostCent.. Fund Busi... |P... Text Assignment |[Customer  Order WWBS Element
MOTOR C.. 4011087008 150.00 2147 Harry Smithson (383358 AGADEOD D610 B7..

OTHER F . 4041028008 @O@| 275.080 7841 David Jones 383351 rooE108  PE1O @7

FEDERAL .. 4050084008 34500 (14687  Fed Art Poject 383201 HSCE101 PE10 @7 F.A618_FEDARTADM
FALLEN .. 4023017008 46.60 5471 Lynn Reed 383201 HSCE101 0610 |B7..

CUSTOME @CD| 25.080 2457 Eddie Munsteur 383201 HSCE101 0610 |B7.. 4048001000 (18000723 |G00A00012

CUSTOME 75.00 8742 Rasie Cheeks 383331 FFBE101 D610 |B7..|4031042000 18000737 [BOEAO0OO1S

1. Type */0ZBCJ"” in the Transaction Command field.

/o tells AASIS to maintain the current Cash Journal session and to open
a new session for “ZCBJ".

2. <Enter> @
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ng

Receipt & Deposit Revenue/Customer Payments

The Cash Journal Report and Posting selection screen displays and the

Cash Journal (FBCJ) screen minimizes but does not close.

Note: We provide more information about excluding cash funds later in
this chapter.

About the Cash Journal and Report Selection Screen

Cash Journal Report and Posting
& &

Selection Criteria for Cash Journal Report

Company Code
Posting Date

Cash Journal Mumber
Business Area
PRIMTER

ARK

ag/e8r20a7

£

4

o] [oldl

Cash Journal Run Process

@j Assignment 7 Invoice Incuiry
Aszignment JInvoice Mumber
() Daily Cash Receipt Summary
i Creste Depost Slip

() Create Master Deposit Slip

Deposit Slip Creation Criteria
@ Cash Journal Deposit Slip

(1 GL cleared doc. Deposit Slip
GL cleared documents
(1GL uncleared doc. Dep. Slip

() ZD GL Depostt Slip
Z0 Document Mumber

Cash journal numbers

() Clearing Summary Report

Clearing Summary Creation Critetia

@) Cash Journal Clearing Sum.
() GL cleared doc. Sum Rpt
(1 GL uncleared doc. Sum Rpt

Accounts to exclude from table

Update exclude table with Fund

Use this screen to define the ZBCJ functions that you want to use:

1.

2.
3.
4

Clearing Summary Report
Print Treasury Deposit Slip
Print EFT Deposit Slip
Exclude Cash Fund from Deposit Slip
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Cash Journal Report and Posting
& &
Selection Criteria for Cash Journal Report
Company Code ARK ta ﬁ
‘ Posting Date 08/08/2007 to
Cash Journal Mumber £
Business Area to
PRIMTER 4
Cash Journal Run Process
@) szsignment [ Invoice Incuiry
Assignment §Invoice Mumber
() Daily Cash Receipt Summary
() Create Deposit Slip
() Create Master Deposit Slip
Deposit Slip Creation Criteriz
@ Cash Journal Deposit Slip
i_1GL cleared doc. Depostt Slip
GL cleared documents to
(_)GL uncleared doc. Dep. Slip
(1 ZD GL Deposit Slip
D Document Mumkber
Cash journal numbers | @ ta
() Cleating Sumtmary Repart
Clearing Summary Creation Criteria
@) Cazh Journal Clearing Sum.
_1GL cleared doc. Sum Rpt
(_GL uncleared doc. Sum Rpt
l

Field Definitions

Selection Criteria for Cash Journal Report—use this section to identify
the Cash Journal AASIS reads to create deposit slip information and
the network printer to print the deposit slip.

Company Code —defines the highest level business entity as
the State of Arkansas. In most transactions, “ARK” defaults in
this field. Accept the default or enter “ARK,” always. This is a

required field.

Posting Date —defines the Cash Journal posting date that
contains the posted entries AASIS uses to create the deposit
slip. This is a required field.

Cash journal number —defines the cash journal that contains
the posted entries AASIS uses to create deposit slip
information. AASIS also uses this field to add the agency
address information to the deposit slip. This is a required field.

Business Area —tells AASIS to use entries based on business
area information. AASIS reads all cash journal entries
containing the identified business area(s). Use of this optional
field is rare.

PRINTER—defines the network printer used to print the
deposit slip. This field is required and is also CASE
SENSITIVE.
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Cash Journal Report and Posting

P (@

Selection Criteria for Cash Journal Report
Company Code ARK to
Fosting Date Qg/o8/2007 to
Cash Journal Number =4
Business Area to
PRIMTER [

Cash Journal Fun Process

@ Assignment § Invoice Inguiry

Aszignment JInvoice Mumber

() Daily Cash Receipt Summary

) Cregte Deposit Slip
() Create Master Deposit Slip

Deposit Slip Crestion Criteria

@ Cash Journal Deposit Slip

(1GL cleared doc. Deposit Slip

5L cleared documents ta
(_1GL uncleared doc. Dep. Slip

(2 ZD GL Deposit Slip
ZD Document Mumkber

Cash journal numbers | @ to

() Clearing Summary Report

Clearing Summary Crestion Criteria
@ Cazh Journal Clearing Sum.
(1 GL cleared doc. Sum Ryt
(2 GL uncleared doc. Sum Rpt

Cash Journal Run Process—use this section to make a variety of
reporting and deposit slip selections.

Assignment/Invoice Inquiry —tells AASIS you want to use
ZBCJ to view customer invoice information. Use this selection
when you are recording a customer receipt and know the
invoice number for which the payment applies.

We do not use this field in this training manual.

Assignment/Invoice Number —defines the customer invoice
document number you want to view. Use this field in
conjunction with the “Assignment/Invoice Inquiry” selection.

We do not use this field in this training manual.

Daily Cash Receipt Summary— provides a listing of total
receipts by GL account and fund. This is an optional reporting
option.
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Cash Journal Report and Posting
[

Selection Criteria for Cash Journal Report

Company Code ARK to
Posting Date Qgsoas2007 ta
Cash Journal Number =4
Business Area to
PRINTER [

Cash Journal Fun Process

@ Assignment § Invoice Inguiry

Aszignment JInvoice Mumber

() Daily Cash Receipt Summary
) Cregte Deposit Slip

q () Create Master Deposit Slip

Deposit Slip Crestion Criteria

@) Cazh Journal Deposit Slip

(1GL cleared doc. Deposit Slip
5L cleared documents ta
(_1GL uncleared doc. Dep. Slip

(2 ZD GL Deposit Slip
ZD Document Mumkber

Cash journal numbers | @ to

() Clearing Summary Report

Clearing Summary Crestion Criteria

@ Cazh Journal Clearing Sum.
(1 GL cleared doc. Sum Ryt
(2 GL uncleared doc. Sum Rpt

= Create Deposit Slip— tells AASIS you want to create a
deposit slip using the posted entries in the Cash Journal you
defined on the Selection Criteria for Cash Journal Report fields
above it.

= Create Master Deposit Slip —tells AASIS you want to create
a master deposit slip for multiple receipting areas. Define
multiple receipting areas using the “Cash journal numbers”
field located in the Deposit Slip Creation Criteria section. This
is an optional field.

Deposit Slip Creation Criteria—use this section to define deposit slip
criteria.

= Cash Journal Deposit Slip —uses the posted entries in a
Cash Journal to format a Treasury deposit slip for printing.

This is a required field when creating Treasury deposit slips.
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Cash Journal Report and Posting
[

Selection Criteria for Cash Journal Report

Company Code ARK to
Posting Date Qgsoas2007 ta
Cash Journal Number =4
Business Area to
PRINTER [

Cash Journal Fun Process

@) Assignment [ Invoice Incuiry
Aszignment JInvoice Mumber
() Daily Cast Receipt Summary
() Create Deposit Slip

() Creste Master Deposit Slip

Deposit Slip Crestion Criteria

1@ Cash Journal Deposit Slip

(1GL cleared doc, Deposit Slip

‘ GL cleared documents to

(1 GL uncleared doc. Dep. Slip

() ZD GL Deposit Slip
ZD Document Mumkber

Cash journal numbers | to

I Clearing Summary Repart

Clearing Summary Crestion Criteria
@ Cash Journal Clearing Sum.
(1 GL cleared doc. Sum Ryt
(3L uncleared doc. Sum Rpt

= GL cleared doc. Deposit Slip —Used in limited circumstances
for agency specific business processes.

=  GL cleared documents —Used in limited circumstances for
agency specific business processes.

= GL uncleared doc. Dep. Slip —Used in limited circumstances
for agency specific business processes.

The circumstances for using the above selections are specific to an
agency'’s business process and therefore not covered in this training
manual.
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Cash Journal Report and Posting
[

Selection Criteria for Cash Journal Report

Company Code ARK to
Posting Date Qgsoas2007 ta
Cash Journal Number =4
Business Area to
PRINTER [

Cash Journal Fun Process

@ Assignment § Invoice Inguiry
Aszignment JInvoice Mumber

() Daily Cash Receipt Summary
) Cregte Deposit Slip

() Create Master Deposit Slip

Deposit Slip Crestion Criteria

@ Cash Journal Deposit Slip

(1GL cleared doc. Deposit Slip

5L cleared documents ta
(_1GL uncleared doc. Dep. Slip

(2 ZD GL Deposit Slip

‘. ZD Documert Mumber

Cash journal numbers | @ to

() Clearing Summary Report
TISENNG SUMmary CTEEnon CHEr
@ Cazh Journal Clearing Sum.

(1 GL cleared doc. Sum Ryt
(2 GL uncleared doc. Sum Rpt

ZD GL Deposit Slip —tells AASIS you want to create a deposit
slip for an Electronic Fund Transfer using a specific document
number instead of the Cash Journal.

This is required for all EFT deposits created using transaction
FB50.

ZD Document Numbers —defines the ZD document number
that AASIS reads to create deposit slip information.

This is required for all EFT deposits created using transaction
FB50.

Cash journal numbers —defines Cash Journal numbers
AASIS reads to create a Master deposit slip for multiple
receipting areas.

Clearing Summary Report —tells AASIS you want to run the
Clearing Summary Report.

113

2

Note%
[



Chapter 4: Revenue & Customer Receipti ng
Receipt & Deposit Revenue/Customer Payments

Cash Journal Report and Posting
[

Selection Criteria for Cash Journal Report

Company Code ARK to
Posting Date Qgsoas2007 ta
Cash Journal Number =4
Business Area to
PRINTER [

Cash Journal Fun Process

@ Assignment § Invoice Inguiry
Aszignment JInvoice Mumber

() Daily Cash Receipt Summary
) Cregte Deposit Slip

() Create Master Deposit Slip

Deposit Slip Crestion Criteria

@ Cash Journal Deposit Slip

(1GL cleared doc. Deposit Slip

5L cleared documents ta
(_1GL uncleared doc. Dep. Slip

(2 ZD GL Deposit Slip
ZD Document Mumkber

Cash journal numbers | @ to

() Clearing Summary Report
Clearing Summary Crestion Criteria

- @ Cazh Journal Clearing Sum.

(1 GL cleared doc. Sum Ryt

(2 GL uncleared doc. Sum Rpt

Clearing Summary Creation Criteria—use this section to define the
criteria of the Clearing Summary Report.

= Cash Journal Clearing Sum. —tells AASIS to use the saved
or posted entries on the Cash Receipts Tab in the Cash
Journal (defined in the first section) to create the report.

This is a required selection when running the Clearing
Summary Report.

= GL cleared doc. Sum Rpt —Not used in current business
processes.

= GL uncleared doc. Sum Rpt — Not used in current business
processes.
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Make Clearing Summary Report Selections

The following steps show you how to run the Clearing Summary Report.

Cash Journal Report and Posting
& [@

Selection Criteria for Cash Journal Report

Company Code LRE to o
Posting Date aFf13s2007 to %
Cash Journal Mumber 6108
Business Area to
PRINTER ascy

Cash Journal Fun Process

() Azsignmert / Invaoice Incuiry
Aszignment § Inwvoice Mumber

(1 Daily Cash Receipt Summary
(I Create Deposit Slip

() Create Master Deposit Slip

Depost Slip Creation Critetiz
@ Cash Journal Deposit Slip

(_1GL cleared doc. Deposit Slip
L cleared documents to IEI
(_GL uncleared doc, Dep. Slip

(1 ZD GL Deposit Slip
ZD Document Mumber

Cazh journal numbers to EI

@ Cash Journal Clearing Sum.

bl =

Company Code field (Required): <Accept Default>.
Posting Date field (Required): <###H#HH#>.

Our illustration uses “07/13/07” as the Cash Journal Posting
date.

Cash Journal Number field (Required): <####>
Our illustration uses “6108.”

PRINTER field (Required): <Network Printer
Name>.

Our illustration uses “ascV.” Remember this field is case
sensitive.

Clearing Summary Report (Required for this
purpose): Select radio button.

Cash Journal Clearing Sum: Accept default
selection.

<Execute> .
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The Clearing Summary Report displays.

The top section of the report lists the fund totals calculated from the
Cash Receipts tab entries saved on “07/13/07” in Cash Journal “6108.”

The bottom section lists the Special Revenue amounts, along with the
agency receipting fund, that will be transferred at the time we create a
deposit slip.

List Edit Goto m Help

a i CaQ OHER [HDL0 HE @M
Cash Journal Report and Posting

&

p) [

Cptions ...

Mew Wisual Design ...

Set Color To System ...
ARKANSAS REVENUE RECEIPTS DEFOSIT
Report Na Totals by Fund { CLEARING SUMMARY REFORT ) | Clipboard
Report Ran

Notes(//é
/A

We are now ready to use this report to help us make entries on the
Cash Payments Tab.

A hard copy of the Clearing Summary Report is probably the simplest
way to enter the displayed amounts in the Cash Journal.
<Local Layout> <Hard Copy>.

Before making any entries on the Cash Payments Tab, make sure the
totals in the Clearing Summary Report are the same as the totals listed
in the “Balance display for display period” section of the Cash Journal.
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_-— Posting Date = @7 /1372007 Genera‘te graphic
Agency - 0810 Create shortcut .
Receipt Receipt Receipt Receipt Fayment Fayment . .
GJ Fund GJ Account hssignment | CJ Amount GJ Fund GJ Amount Activate GuixT
7006109 275.00 0. Script Recording and Playhack. .
AGREOBE 150,60 o.
FFEE1E1 Th.OB o. i
el e on 0 Script Developrment Tools. .
= .
. 91650 o Default size
Special Revenue
Hardcopy
ACCOUNTS TO BE RECLASSIFIED TO SPECIAL REWEMWUE FUN gumk Cutand Paste
Receipt Receipt Receipt B SEE”“’IQ ChEEl{
CJ Fund CJ Account CJ Amount GL Fund GL Amount
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FFBE181 4031042000 75.00 AsAnoog 75.00
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Use Clearing Summary: Make Cash Payments Tab Entries

Cash Payments Tab: Key Points

Verify you have selected the Cash Payments Tab.
Record one line per fund.

Use Business Transaction “5—Clearing to Treasury” for
Treasury funds (ALWAYS).

This tells AASIS to debit the Treasury Incoming (Bank)
Account and to credit the Cash Journal GL account in the
documents AASIS creates once the entries are posted.

= Use Business Transaction “0619—CIB—Non AASIS House

Bank ACCT” or select the appropriate transaction for your
House Bank for cash funds.

This tells AASIS to debit the agency House Bank or Non-
AASIS House Bank Account and to credit the Cash Journal GL
account in the documents AASIS creates once the entries are
posted.

= Manually enter “Fund” and “Business Area” information on

each line.

We used the Clearing Summary Report to enter and save entries to the
Cash Payments Tab.

1. Line one uses Business Transaction

2

Note%
[

“0619” because we deposited to a

: AREANSAS
cash fund in a Non-AASIS House Report Name : ZFIGLREGET_CASH_JOURNAL { CLE
Bank. Report Ran By: TLLANGSTON
. . Posti
2. Lines two-four use Business
Transaction “5” recording deposits fgency - OR1D
{0 Treasury. Receipt Receipt Receipt Receipt
Cash Journal 6108 Company Code ARK CJ Fund CJ Account | Assignment | CJ Amount
& Save Post |3 Printcashjournal |G Change cashjournal | @2 Editing TOAR1AG 975 AR
: : : : AGROEOA 150 .00
Diata selection Balance display for display period FFEO101 75 00
Display period HSCA1 01 41F 5O
Q07 /1342007 - O7/13/2007 Opening balance
4 Today » + Total cash receipts Total for AEIA 316 50
4 This week » + Total check receipts
E Current period m - Tatal cash payments 916.50 USD Mumber: 4
Cash journal; -OFF OFACC... = Closing balance .08 usD
Companycode:l& of Arkansas Cash thereof o.ea uUsD
Cashpayments | Cashreceipts | Checkreceipts |
|_ Business transacti... | G/L Co... |Amount Fund Business ...|Reference Cost Center (Text
| CIB-NOW AASIS B. 1180002000 275008 [FOB5109 0610
| CLEARING TO TRE.. 1180001082 15008 |AEA0B0E 0610
| CLEARING TO TRE.. 1180001082 ThH. B0 FFBE1E1 0610
| CLEARING TO TRE.. 1180001082 416.58 HSCE101 0610
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About Cash Payments Tab Entries

As we mentioned, you use the Cash Payments tab to record deposits
by fund. Because this tab is used only for the deposit, it requires fewer
data entry steps

Cash Journal 6108 Company Code ARK

&3 Save Past || O} Printcash journal |G Change cashjournal | g7 Editing Options

Data selection Balance display for display period
Display period
A7413/2007 - 0741372007 Opening balance g0 usD
T Today T + Total cash receipts 916.50 USD‘mber: i1
4 This week » + Total check receipts o.ea UsD umher: o
i Current period L - Total cash pavments 916.50 USD | Murmber: 4
Cash journal: DFA-OFF OFACC... = Closing halance o.68 UsD |
Company code:  State of Arkansas Cash thereof o.08 UsD
Cashpayments | Cashreceipts | Checkreceipts |
|_ Business transacti... |G/L Do... [Amount Fund Business ... Reference Cost Center |Text
| CIB-MNON ARSIS E. |11000BZ000 275.00 (706109 0610
| CLEARING TO TRE. 11880881082 150@. 68 [BGA0000 0610
| CLEARING TO TRE. 11880881082 75.00 FFEO1G1 0610
| CLEARING TO TRE. 11888816082 416 .56 HSCE101 0610

Above, once we saved the Cash Payments Tab entries, the Balance
display for display period screen element updated, displaying the cash
payments balance in the “-Total cash payments” field and a zero
closing balance in the “=Closing balance” field.

This tells us we have completed the required receipting activities and
are now ready to ask the person with the Agency Cash Deposit role to:

1. Review the entries and validate cost center/fund combinations.

2. Re-count the actual cash and confirm the amount equals the
amount displayed in the “-Total cash payments” field.

3. Post each tab.
Post the Cash Journal

You must post the Cash Receipts tab entries before you can post the
Cash Payments tab entries.

This means when you finish validating the Cash Journal entries,
remember to select the Cash Receipts Tab before attempting to post.

If you forget to do this, AASIS displays a similar message to the one
below (typically at the bottom of your screen):

|T@ Insufficient receipts posted far BA: 0610, Fund: 7006109, Amount 275,00

AASIS read the first line of the Cash Payments Tab (above). This
message means AASIS can't find posted receipts for the listed “BA,”
“Fund” and “Amount.”

118

Notes(//é
/A



Chapter 4: Revenue & Customer Receipti ng

Receipt & Deposit Revenue/Customer Payments

Follow these steps to post Cash Journal entries.

Cas rnal 6108 Company Code ARK

Sb Sawe Fost Q Print cash journal L‘ﬁ Change cash journal g2 Editing Options

Data selection Balance display for display period

Display period
O7/13/2007 - B7/13/2007 Qpening balance 6.00 usD
4 Today » +Total cash receipts 816.50 USD  Number: B
4 This week » + Total check receipts B.00 USD  MNumber ]
4 Current period » - Total cash payments 916.50 USD  Murber 4

Cash journal DFA-OFF OF AGC.. = Closing balance 0.60 ush

Company code: Stalets Cash thereofl 0.00 ush

Cash payments ~ Cashreceipts | Checkreceipts |

|_ Busines... |G/L Do.. |Amount  |Reference  |Recpt recipient Cost Cent.. Fund Busi.. Posting D... |Text Assignment |(Customer

| MOTOR C.. (4811067000 15000 2147 Harry Smithson  [383358 AGADOODD PE1O B7/13/28

| OTHER F_|4B41028800 27500 7841 David Jones 383351 FOBE109 |B610 [@F/13/28

| FEDERAL . |4B50084A00 345 .00 |14687 Fed Art Poject 383201 HSCE101 |B616 [@7/13/28

| FALLEN _|4B23017800 4650 5471 Lynn Reed 383201 HSCE101 |B616 [@7/13/28

| CUSTOME 25.[0 2457 Eddie Munsteur  [383281 HSCE1081 @610 |B7/13/28. 4048001000 (12000723 |GO0BA6A1Z
CUSTOME TH.BO 8742 Rosie Cheeks 383331 FFEO101 @610 |B7/13/28. 4031042000 (12000737 |GO0BA601S

Cash receipts

1. <Cash Receipts Tab> (Required) .

2. <Post> Post ],

AASIS displays this message.

journal

v @

This message means you can not make and save entries to the Cash
Journal. However, since the entries are already saved this message
does not prevent you from posting these entries.

3. <Enter>.
The “Doc status” light changes to green, indicating the entries posted.

Cash Journal 6108 Company Code ARK

@ Save Post Q Print cash journal Eﬁ Change cashjournal | & Editing Options

Data selection Balance display for display period

Display period
07/13/2087 - D7/13/2007 Opening balance 6.08 usD
T Today T + Total cash receipts 916 68 USD Number: &}
4 This week » + Total check receipts 0.08 USD  Wumber: ]
4 Current period [ 3 - Total cash payments 916.50 USD  Nurmber: 4

Cash I DFA-OFF OF ACC = Closing balance 8.08 USD
Cu@e State of Arkansas Cash thereof 008 USD

Cashpayments ' Cashrecsipts | Check recsipts |

\ Busines.. GiL Do.. |Amount  |Reference  |Recptrecipient  Cost Cent..|Fund Busi... Posting D... Text Assignment |Customer
MOTOR C.. 40110687000 150.00 2147 Harry Smithson (383358 AGABOOD [DR10 [B7/13/20
OTHER F.. 4041022008 275.00 [Fa41 David Jones 383351 FODG109 0610 |B7/13/20.
FEDERAL .. 4050004000 @O@| 345.00 [14687 Fed Art Poject Fg3ze1 HSCE101 [PE10 [7¢13/20.
‘ FALLEN 4023017000 46 50 5471 Lynn Reed 383z HSCE101 [BR10 [B7¢13/20
‘ CUSTOME 2500 [2457 Eddie Munsteur [383201 HECAE101 (610 [@F/13/20. (4048001000 (18000723 |GOOAAOO1Z
‘ CUSTOME .. 75.00 8742 Rosie Cheeks 383331 FFEE1O01 (D610 |[@7¢13/20. 4031042000 (18000737 |GOOBOOO1E

4. Click the Cash payments tab and repeat steps 1 -
3.

119



Chapter 4: Revenue & Customer Receipti ng
Receipt & Deposit Revenue/Customer Payments

The green light in the Document Status column means AASIS has
created and posted an accounting document along with other
background documents on each tab.

Remember, you can view these documents by double clicking on any
posted line. AASIS displays the list of posted documents for that line.

Cash payments Cash receipts k Check recei

Busines... |GiL Da... Referance
MOTOR C.. 40110870200 (@0
OTHER F.. 4041028000 27h .00 [Fad1

FEDERAL .. 4050004000 |@@G| 345.00 (14687

Armaumnt
150,00 (2147

| FOLLEN .. |[4B230170060 46 50 5471

|_ CLE List of Documents in Accounting

o : :
—|Documents in Accounting
|__ Object type text Doc. Murnber
| Accounting docurment 0013000065
|_ Spec. purpose ledger 1000091900
|_ Contralling Document 0100090300
|_ Funds Management doc 1000086080

Above we have double clicked line one and AASIS displayed the “List
of Documents in Accounting” window. Next we double clicked the

“Accounting document” line, and the cash journal document displayed.

W2 Display Document: Overview
5 & & 2 Display currency
Document Mumber 13000067 Company Code ARK Fiscal Year 2008
Document Date BF 1342007 Posting Date 7 A13/200F  Period 1
Reference 14687 Cross-CC no.
Currency UsD Tests exist
SIREL Bl DERIEE BRI
Itm | PK|Account Description BusA | Cost Center |Fund Armount| Ty | Text
1140 1000610003 |CJ DFA OG10-C1008 0610 34500
2(50 (4050004000 |Fed Grants Reimburse  |0610 (383201 HSCE10M 345.00
L

This is the cash journal accounting document (ZJ) that AASIS created
using pre-configured settings and our Cash Receipts Tab revenue

receipt entries.

Notice AASIS debited the cash journal account (line one) and credited

the federal revenue account (line two).
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In the below picture we double clicked line five (the first customer
receipt).

Cash payments ~ Cash receipts | Check receipts

Busines... |GIL Do.. |Amount  |Reference  |Re
~ [MOTOR C.. 4011007000 150.00 (2147 Ha
~ |DTHER F.[4041028000 27508 7841 Da
 |FEDERSL.. [4050004000 345.00 14687 Fe
 |FALLEN _[40230717000 4650 (5471 Ly
 |cusTomE.. 25.00 2457 Ed

CUSTOH List of Documents in Accounting

Documents in Accounting

| Object type text Doc. Mumber
| Accounting document 0014000070 |

Spec. purpose ledger 1000091804

Note: In this example, AASIS only created one accounting document
(customer payment) and one background document (Special Purpose
Ledger).

AASIS posted FM and CO documents at the time the customer invoice
document was posted.

Double clicking the “Accounting document” line displays the customer
payment (DZ) document.

& ZldEH a8 BT EE @D

@2 Display Document: Overview

2 |uy G 43 &% Display currency

Docurment Murmber 14800870 Company Code ARE Fiscal Year 2008

Docurment Date BT 132007 Fasting Date Ovi13/20687  Period 1

Reference 2457 Cross-CC no.

Currency UsD Texts exist

ElBRE R ERIE ERERERITIE]

tm| P K| Azcaunt Diescription BusA | Cost Center |Fund Amount| Tx | Text
1{40 1000610008 |CJ DFA 061 0-CJ008 0610 25.00 40423001000
{15 |600000012 |Eddie Munsteur 0E10{383201 HSCE10M 2500 4043001000

Notice AASIS debited the cash journal account (line one) and credited
the customer account (line two).

Using ZBCJ selections next, we create/print our deposit slip, excluding
Cash Fund “7006109.” Note: All journal entries must be posted before
you run the Deposit Slip Program.

Because we have receipted Special Revenue in our cash journal, we
will also park a Special Revenue fund transfer (ZM) document. This
document moves money from the agency fund (recorded in the Cash
Journal) to holding Fund “ASA0000.”
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Receipt & Deposit Revenue/Customer Payments 7

ZBCJ—Deposit Slip Program

In this section, we show you how to use the ZBCJ Deposit Slip Program
features to:

1. Exclude cash fund information from the Treasury deposit
slip.

2. Format Treasury deposit slip information for printing.

3. Park a Special Revenue Fund Transfer (ZM document
type) in the background.

Exclude Cash Funds from Treasury Deposit Slip

Menu  Edit Fawvorites Extras

1. Type “"ZBCJ"” in the Transaction Command field.

2. <Enter> @
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The Cash Journal Report and Posting selections screen appears.

Cash Journal Report and Posting

@ @

Zelection Criteria for Cash Journal Report ?
Company Code AREK to
Posting Date avi1arzeny to
Cash Journal kumber 6103
Business Area ta
PRIMTER asch

Cash Journal Run Process

) Azsignment J/ Invaoice Inguiry
Aszignment f Invaice Mumber

(1 Daily Cash Receipt Summary

() Create Master Deposit Slip

Deposit Slip Crestion Criteria

@) Cazh Journal Depozit Slip

1 GL cleared doc, Deposit Slip

GL cleared documents to
GL uncleared doc. Dep. Slip

) ZD GL Deposit Slip
ZD Document Mumber

Cash journal numbers to

(1 Clearing Summary Report

Clearing Summaty Creation Criteris

@ Cazh Journal Clearing Sum.
1 GL cleared doc., Sum Rpt
GL unclesred doc. Sum Rpt

Accounts to exclude from takle
| Update exclude table with Fund

Company Code field (Required): <Accept Default>.
Posting Date field (Required): <####H#H#>.
Our illustration uses “07/13/07” as the Cash Journal Posting

date.

Cash Journal Number field (Required): <####>.

Ouir illustration uses “6108.”

PRINTER field (Required): <Network Printer

Name>.

Ouir illustration uses “ascV.” Remember this field is case

sensitive.

<Update exclude table with Fund>
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The Cash Journal Accounts To Exclude Maintenance Program screen

displays. Use this screen to:

AASIS saves entries made on this screen and applies them each time

View saved excluded entries.
Define cash funds for exclusion.
Delete cash funds from the exclude table.

you run the Deposit Slip Program.

See Chapter 7 for additional information on the Cash Fund Exclude

table.

Follow these steps to exclude one cash fund from a Treasury deposit

slip.

8. Add Fund to Exclude List (Required): Select radio
button.

& B4 e BERE DD O8

Cash Journal Accounts To Exclude Maintenance Program
& G

Selection Criteria for Funds to Exclude
Company Code BRE @

Display Excluded Funds [ 1]

Add Fund to Exclude List

Fund

Cash Journal Accounts To Excilude Maintenal
B [

Selection Criteria for Funds to Exclude

Campany Code ARK

Display Excluded Funds

Add Fund to Exclude List (- 1]

Fund roos1as (&)

9. [Cash] Fund (Required): <##H#H#H#HHEH>.
Ouirr illustration uses Cash Fund “7006109.”

10.

<Execute> @ .
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£

The Exclude program log displays, confirming AASIS has added Fund
“7006109” to the exclude table.

List Edit Goto Systern Help

B dH e CEHE a0
Cash Journal Accounts To Excilude Maintenance Program

Funds Added to exclude ftable

FOOET 09 Bdded to exclude table.

11. <Back> &

The Exclude Maintenance Program screen re-appears.

] B A0 @Eae BEE

Cash Journal Accounts To Exgude Maintenan]

Selection Criteria for Funds to Exclude
Company Code AREK
Display Excluded Funds [

Add Fund to Exclude List

Fund 7o06109  [3)

12. <Back> &

The Cash Journal Report and Posting selection screen re-appears, still

displaying our entries in the “Selection Criteria for Cash Journal Report”
section.

Now that we have excluded Cash Fund “7006109,” we are ready to
execute the Deposit Slip Program.
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Deposit Slip Program—Make Selections

Follow these steps to create a Treasury deposit slip, and when
applicable, park a Special Revenue fund transfer document.

Cash Journal Report and Posting
@

Selection Criteria for Cash Journal Report

Company Code LRK to
Posting Date 071352007 to
Cash Journal Mumber 5105
Busziness Area to
PRINTER asch

Cash Journal Run Froce:

() &ssignment f Invoice Inguiry

Azzignment ! Invoice MNumber

~ () Daily Cash Receipt Summary

i@ Creste Deposit =lp |
() Create Master Deposit Slip

Deposit Slip Crestion Criteria

@) Cash Journal Depost Slip
(1 GL cleared doc. Deposit Slip
GL cleared documents to

(6L uncleared doc. Dep. Slip

() ZD 6L Deposit Slip
20 Document Mumber

Cazh journal numbers to

() Clearing Summary Report

Clearing Sumimary Creation Critetia

@ Cash Journal Clearing Sum.
() GL cleared doc. Sum Rpt
(6L uncleared doc. Sum Rpt

Accounts to exclude fram takble
| Upclate exclude table wwith Func |

1. Create Deposit Slip (Required): Select radio
button.

2. <Execute> @ .
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The Deposit Slip Program reads the cash journal entries (identified in
our selections) and displays the information it uses to format the
Treasury deposit slip.

If applicable, it also displays the amounts of Special Revenue that it will
transfer on the ZM document.

Cash Journal Report and Posting

&1 & Print Deposit Slip

S,

Note%
[

Deposit Slip Information

ARKANSRAS REVENUE RECEIFTS DEPOSIT
Report Mame : ZFIGLREAEE1_CASH_JOURNAL { DEPOSIT SLIP Page:
Report Ran By: TLLANGSTOMN
Posting Date = @7 /1372007

hgency - G610
Receipt Receipt GL Payment Receipt Fayment Faym
CJ Fund CJ Account Doc. Number| CJ Amount CJ Fund CJ &mount Document Status
70061689 4041028000 130000869 275.00 6.00 | Item Posted
AGADDER 4011007000 13000070 150,00 0.00 | Item Posted
FFBO101 4031042000 13000071 75.00 0.00 | Item Posted
HSCE101 4023017000 13000072 46.50 0.00 | Item Posted
HSCE101 4048001000 13000072 25.00 0.00 | Item Posted
HSCE161 4050004600 13000672 34500 g.00 | Item Posted
Total for O610 916.50 6.00

ACCOUNTS TO BE RECLASSIFIED TO SPECIAL REVE UNDS
Receipt Receipt Receipt
CJ Fund CJ Account CJ Amount GL Fund GL &mount
HSCE101 4023017000 46.50 ASAREEE 4650
FFBO101 4031042000 75.00 ASAREEE 75.00
Total for O610 121.50 121.50

About the Deposit Slip Information Screen

Use this screen to:

1. Review and confirm deposit information.

Knowing Treasury requirements and the relationship of the
Deposit Slip Program to these requirements helps you do this.

2. Review and confirm Special Revenue fund transfer document
information.

AASIS prompts you to park a fund transfer document in the next
step. Confirm all listed amounts are supposed to be classified as
Special Revenue.

See Chapter 7 for troubleshooting Deposit Slip Program results.
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Review/Confirm Deposit Slip Information

Treasury requires specific information on all deposit slips. The Deposit
Slip Program reads posted Cash Journal entries to meet these
requirements and to format the deposit slip for you to print.

Treasury Requirements

Fund

Deposit Slip Program Reads

Revenue GL account number =
Amount per GL account

Document Number

Cash Receipts Tab
Cash Receipts Tab
Cash Receipts Tab

Cash Payments Tab

& & Print Deposit Slip

Cash JourrgReport and Posting

ARKANSAS REVEWUE RECEIPTS DEFOSIT

Report Mame : ZFIGLROOE1_CASH_JOURMAL ( DEPOSIT SLIP ) Page

Report Ran By: TLLAWGSTOM Date
Posting Date = OF/13/2007

Lgency - 0610

Receipt Receipt GL Payment Receipt Payment Payment

CJ Fund CJ Account Doc. Mumber| CJ Amount CJ Fund CJ Amount Document Status

Thos109 40410280008 13000869 27500 b Item Posted

LGAOBOO 4011007000 130000870 150.00 b.oo Item Posted

FFBEO101 4031042008 13000071 75.00 [Z ] Item Posted

H5CE1 01 4023017000 13000872 46.50 b.oo Item Posted

HSCE1 01 4048001008 13000872 25.00 [Z ] Item Posted

H5CE101 4050004000 13000872 345.00 b.oo Item Posted

Total for 0610 916.50 o.oe

ACCOUNTS TO BE RECLASS

IFIED TO SPECIAL REVENUE FUNDS

Receipt Receipt Receipt

CJ Fund C.J hccount C.J Amount GL Fund GL Amount

HSCE1 01 4023017008 45.50 ASA0B00 46 .50
FFEO101 4031042000 75.00 AGA0O00 75.00
Total for 0618 121.50 121.50

3. <Print Deposit Slip>

& Print Deposit Slip

The “Post Accounts to be Reclassified” screen prompt appears. We
confirmed the Special Revenue amounts in the last step and want
AASIS to park the fund transfer document (per law).

H'to cancel posting.

v X

4. <Enter>
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AASIS displays a confirmation message, informing you it has parked
the Special Revenue fund transfer (ZM) document(s).

ASA Posting

Cantinue |

5. <Continue>

The print screen appears. Use this screen to define how many deposit
slips you want to print and to preview the deposit slip prior to printing.

Note: You can also use the “Output Device” field to change the network
printer information if necessary.

Notice we have changed the number of copies to “4.” Treasury
requires three copies with the deposit. Printing four copies allows you to
print one copy for your agency and three for Treasury.

Qutput Device aschy 170.94.251.54

Mumber of copies 4 |

Page selection

Spool Request

Mame SCRIPT A505 TLLANGSTON
Title Deposit Slip

Autharization

Spool Contral Cover Page Settings

[v] Print immediately SAP cover page Do Mot Print ]
Delete After Qutput
[CIMNew spool reguest Recipient

[]close Spoal Request Deparment |
Spool retention pd 8 Dayls)

ﬂe Mode Print only i

@3 Print Preview | B Print Cancel

. . Frint P rewiew:
6. <Print Preview> ¢ .
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The deposit slip form displays, listing required deposit and agency
address information. Review this information for accuracy before
printing.

@ | 2[d1H ©0e BHE DnNon AP @B

Print Preview of ascV Page 00001 o{.r

ARKANSAS REVENUE RECEIPTS DEPOSIT

Date: 12/14/2007
Agency: 0610 - DEPT QF FINANCE AND ADMIN
page: 1 of 1 For Treasury Use Only: Receipt #
Fund Revenue payment
GL Account | Doc.Humber Amount DEPOSIT COMPOSITION
AGROOOD 4011007000 13000070 150.00
7006109 4041028000 13000062 275.00 Checks
HsCA101 4050004000 13000072 345.00
H2CelOl 4023017000 13000072 d46.50 EFT
HECA101 4048001000 13000072 25.00
FFBEO101 4031042000 13000071 75.00 Currency
Coin
Total Deposit
Direct to Treasury
Remote Deposit
Bank #
Treasury Branch Deposit
Bank
TOTATL 916 .50 Bank Location
Agency Name! DEPT OF FIMNANCE AND ADMIIN
Telephone #: 682-2242

Address: DEA
1509 W 7TH ST STE 401
LITTLE ROCK AR 72201

Authorized
Contact Person: Telephone Signature

7. <Print> |2

8. <Back> < or log out.

9. Printed Deposit Slip: Fill in the information on the

Deposit Composition section.

This completes the cash receipting process.

After you take a deposit to Treasury or a commercial bank and the
deposit is accepted, the cash journal entries for these deposits MUST
NOT be reversed.

Corrections to these cash journal entries are made, at your request, by
the DFA-OA. See our appendix document “DFA Accounting
Information: Helpful Links.”
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Cash Receipts Tab-Revenue

Revenue and Customer Receipting: Desk Guide
Cash Receipts Tab-Customer

ZBCJ—Clearing Summary Report

Post Cash Journal Entries

1. Confirm: Date; Cash Journal #
and -0- Opening & Closing Balances

1. Look up customer information

1. Enter Cash Journal Posting Date

1

. Select Cash Receipts Tab

2. Select Business Transaction

2. Confirm: Date; Cash Journal # and

2. Enter Cash Journal Number

2

. Re-Count Cash Receipts and Confirm Entry

-0- Opening & Closing Balances Details
3. Enter Amount 3. Business Transaction “1” ALWAYS | 3. Enter Network Printer (Case 3. Request Corrections (if applies)
Sensitive)
4. Enter Payment Reference (Check # 4. Enter Amount 4. Select “Clearing Summary Report” 4. Post Tab Entries
or “Cash”) radio button
5. Enter Payee Name in Recipient Field 5. Enter Payment Reference (Check # | 5. Execute ZBCJ 5. Select Cash Payments Tab & Repeat Steps
or “Cash”) 1-4

6. Enter Cost Center

6. Skip Recipient Name Field

6. Note Fund Totals (Hardcopy or
Multiple Sessions)

ZBCJ—Deposit Slip Program

7. Press “Enter” key

7. Enter Cost Center From Customer
Invoice

7. Verify Special Revenue Info(if applies)

. Enter Cash Journal Posting Date

8. Verify Derived Fund Information

8. Enter GL Acct Number From
Customer Invoice In “Text” field

Cash Payments Tab

. Enter Cash Journal Number

9. Verify Derived BA Information

9. Enter Customer Invoice Doc # In
“Assignment” field

1. Select Business Transaction

3.

Enter Network Printer (Case
Sensitive)

10. Save Line Entry

10. Enter Customer Account Number In
“Customer” field

2. Enter Amount

4.

Select “Create Deposit Slip”
radio button

11. Repeat Steps 1-9 (as applicable)

11. Press Enter

3. Enter Fund Total

. Execute ZBCJ

12. Open & Execute ZBCJ Clearing
Summary

12. Verify Derived Fund/BA Information
Matches Invoice Fund/BA

4. Enter Business Area

. Review Deposit Slip & Special
Revenue (if applies) information

13. Save Line Entry

5. Save Line Entry

7

. Select “Print Deposit Slip” Icon

14 Repeat Steps 1-12 (as applicable)

6. Repeat Steps 1-5 For Remaining Funds

8.

Park Special Revenue Transfer Doc(If app)

15. Open & Execute ZBCJ Clearing
Summary

7. Confirm -0- Closing Balance

9.

Define # of Deposit Slip Copies

10. Preview and/or Print Deposit Slip
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Chapter 5
Receipting Electronic Fund Transfers (EFT)

Learning Objectives

 Use FB50 To Record EFT Receipts
 Use ZBCJ To Create and Preview An EFT Deposit Slip

& B OH I Ca@ DEE Ohoan BE QM
Enter G/L Account Document: Company Code ARK

& Tree On Company Code || &% Hold | B3 Simulate Fark | &7 Editing Options

Cash Journal Report
@

Basic data | Details |

Document Date C

Fosting Date B9/11/2007 DB SESE -
Referance Cash journal number to i
Doc.Header Text EUEITEES AiEE) it 2
Documeant type o Business trans. type to i
Cross-CC no. Bus. transac. humber to 2
Company Code AR State of Arj Gl MU BOE S i i
Pasting Date = to =

GIL Account to E

0 lterns ¢ Mo entry variant selected ) fac=tetlE Mot i 2
Blst.|ciLacct  [Shorttest |Dic IREITEEEE [ &)
Order to 5

CostCenter to E

Fund to ?

Funds Center to E

Functional Area to ?

Custamer ta E

Assignment to ?

Receipt recipient to E

Document Date to ?

. Internal cash journal doc.no to E
Text for item to E

=

IE User name to

Qutput specification
Layout.

Class Code: CRCD-RC
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Electronic Fund Transf ers

Introduction

The Treasury requires a single deposit slip for each electronic fund
transfer that it receives from outside sources.

Use transaction FB50—Enter G/L Account Document: Company Code
ARK to record the receipt of an EFT on a ZD document instead of
transaction FBCJ (Cash Journal).

FB50 is a park and post transaction. This means two people are
required to complete the deposit. One person completes FB50 entries
and saves them. Using another transaction, FBVO—Post Parked
Document, the second person reviews the entries and posts the
document.

Once the ZD document is posted, use transaction ZBCJ—Deposit Slip
Program to create and print a deposit slip. For EFT deposit slips, ZBCJ
uses the posted document information to create the deposit slip.

In this chapter, we show you how to:

1. Use FB50 “Editing options” to display the “Document type” field
for input.

You will only need to complete the “Editing options” selections
the first time you use FB50.

2. Use FB50 to create and park a ZD document.
3. Use FBVO to post the parked ZD document.
4. Use ZBCJ to create a deposit slip using ZD document details.
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FB50—Display Document Type: Use Editing Options

Before using FB50 for the first time, use these steps to display and
open the “Document type” field for entry.

Menu  Edit  Eawarit

&4 | FERD e

1. Type “FB50"” in the Transaction Command field.

2. <Enter> @

The Enter G/L Account Document: Company Code ARK screen

appears. In this section, we show you how to use this screen to display
and open the “Document Type” field for input.

Enter G/L Account Document: Company Code ARK 1

2 Tree On Company Code || & Hold | [ Simulate Park | &2 Editing Options

Basic data || Details |

Amount Information

Document Date B3#11/2007 (@) Currency usDh Total deh.
Posting Date aa/11 /2007 B.068  LUSD
Reference
Doc.Header Text Total cred.
Cross-CC no. B.08  USD
Company Code ARK State of Arkansas Little Rock
(9@ 5]
0 tems { Mo entry variant =elected )
St... GIL acct Short text D Amountin doc.curr.  |Cost center |Fund Bu.. |Taxcode |Order
El

3. <Editing Options>L<_Editing Options
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Electronic Fund Transf ers

The Accounting Editing Options screen displays. Use the “Special
options for single screen transactions” section to save document type
options prior to using FB50.

& B dHCaa I EHRRE D000 EE G

Accounting Editing Options

Document entry

General Entry Cptions

[]Documents only in local currency
[JAmount fields only for document currency
[ ]Exchange rate from first ling item

[ IMo special GIL transactions

[ Documents not crass-campany code

[ ] Dacuments must be complete for parking
[IMo pariner business area in head.screen
[] Zalculate taxes on net amount

[] copy text for GIL account entry

[]Do not copy tax code

[]Fast entryvia POR number

[(JPOR Entry with Cantrol Display

[ ] Do not update control totals

DA‘atic Megative Posting

Cefault document currency

@& Local currency
_'Lastdocument currency used
(i Nane

Cefault Caompany Code

[ IMa Campany Code Proposal

Special options for single screen transactions

[ ] Hide transaction

[]Prapose final amount

[ Dz indicatar as +- sign

[|Display perinds

[]Posting in special periods possible
[ ] Always use pymt deadline base date

Doc.type option Document type hidden

Docurme|Document type will be displayed
[Jcomple Document type ready for input

Display with shart name
L] Propose| Entry with shart name

[ Tax cod{Document type hidden

4. Doc.type option field: <Drop Down List> .

i

5. Click "Document type ready for input.”

6. <Save> .

This saves your selection.

7. <Back> &
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Electronic Fund Transf ers

The Enter G/L Account Document: Company Code ARK screen
appears. You must exit and re-execute the transaction before the
settings you have just saved take effect.

8. <Exit Transaction> @ .

9

] <1|(>@ﬁ|§[ﬂ][ﬁ|83@ﬁ33|@|@

Enter G/L Account Document: Co

S Tree On Company Code | &% Hold |\B& Simulate Park | &7 Editing Options

1y Code ARK

Basic data | Details |

Amaount Infarmation
Document Date 0841142007 (&) Currency ush Total deh.
Posting Date 69¢11/2087 B.08 USD
Reference
Doc.Header Text Total cred.
Cross-Co no. o.o0 uUsD
Company Code ARK State of Arkansas Little Rock
(9@ 5]
GIL acct Shart text oVc Amount in doc.curr.  |Costcenter |Fund Bu.. [Taxcode |Order

0 ltems { Mo entry variant selected )
||St...

9. Re-Execute FB50 (Steps 1 & 2).
Notice the “Document Type” field now displays and is open for input.

Enter G/L Account Document: Company Code ARK

& Tree On Company Code &% Hold [ Simulate Park g7 Editing Options

Basic data | Details |

Arnount Infarrmatian

Document Date | @ currency Ush Total deh.

Posting Date 09/1142007 008 uUsD

Reference

Doc.Header Text Total cred.

Document type =1 .88 UsD

Cross-CC no.

Company Code ARK State of Arkansas Little Rock DOD

0 tems ¢ Mo entry wariant selected )

| St... |GiL acct Short text Dic Amount in doc.curr.  |Costcenter |Fund Bu... (Taxcode |Order
s g

Next, we show you how to use FB50 to create and park a ZD document
which records the details of an EFT deposit.
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FB50—Park an EFT (ZD) Document

Key Points
= Uses park and post functionality for internal controls.

Uses two people and two transactions to complete the posting
process:

v' One person uses FB50 to create/park the ZD document.
v" One person uses FBVO to review and post the ZD

document.
= Requires the user to define the document type he/she wants to
create/park.
= Requires the user to define the line item entry as a debit or
credit.

v Debit the Treasury EFT Incoming Account-#1100001004.
v Credit the appropriate Revenue GL Account.

Prevents posting by the person who created the ZD document or
made the last change to the ZD document

Next, we show you the FB50 screen and define the fields you use when
parking a ZD document.

Define FB50 Input Fields

Menu  Edit Favorites Extras

@ | FeSD E

1. Type “FB50"” in the Transaction Command field.

2. <Enter> @ .

The Enter G/L Account Document: Company Code Ark screen appears.
Use this screen to record EFT receipt and deposit details.

@ a0 H I Cee SHE ADaD REIRm
Enter G/L Account Document: Company Code ARK

& Tree On Company Code || &% Hold || Simulate Park |4 Editing Options

Basicdata | Details |

Amaunt Infarmation
Document Date Currency usD Total deb.
Fosting Date Bg/12420887 o.660  Usp
Reference
Doc.Header Tesxt Total cred
Document type = 0.00 uso
Cross-CC no.
Company Code  ARK  State of Arkansas Little Rock

}> 0 ltermns { Mo entry variant selected )
||§ 5t |GiL acct Short text DiC Amountin doc.curr.  |[Costcenter |Fund Bu.. |Taxcode |Order ‘WBS element
| | 2
| z

136

Notes(//é
/A



' Chapter 5: Revenue & Customer Receipting
Electronic Fund Transf ers

@ 100 @@ LR Dnon IR @B
Enter G/L Account Document: Company Code ARK

&L Tree On Company Code | &% Hold & Simulate Park ¢ Editing Options

Basic data | Details |

Amount Information

Docurnent Date Currency UsD Total deb.

Posting Date 09/12/2007 0.00 UsD
Reference
Doc.Header Text Total cred

Document type & 0.00 USD
Cross-CGC no
Company Code  ARK  State of Arkansas Little Rock (6]

SI . |G/l acct Short text Dic Amount in doc.curr.  |Costeenter [Fund Bu... |Taxcode |Order WWBS element

’> 0 Iterns ( Mo entry variant selectad )
|

m

(m]

About the Basic Data Tab

Basic data

Use these fields (defined left to right) to define document

header and document type information.

Document Date— defines the date of business occurrence. The
document date can be the same or different than the posting
date. This is a required field.

Posting Date —defines the date (within the current accounting
period) that the entries appear on the agency’s financial reports.
This is a required field.

Reference— provides additional text entry, 16 character
maximum, in the document header section. This is an optional
field.

Doc.Header Text —provides text entry, 25 character maximum,
in the document header section. This is a required field.

Document Type —defines the type of accounting document
FB50 creates/parks. For EFT deposits, ALWAYS use “ZD”
document type. This is a required field.

Cross-CC no —standard delivery. Not applicable to State
processes.

Company Code —defines the highest level business entity
“ARK.” Accept this default.

| Arnount Information

Use these fields to monitor debit and credit amounts.

The total debits and credits must balance to zero before you can post a
financial document.

Total deb. [debits]— automatically updates debit totals each
time you press enter.

Total cred. [credits]|— automatically updates credit totals each
time you press enter.

Totals Status— displays a green light when document debit and
credit totals equal zero.
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@ BlL eee - L nnon BE @
Enter G/L Account Document: Company Code ARK

&% Tree On Company Gode || &3 Hald | [f% Simulate Park | g2 Editing Options

Basic data | Details |

Armount Infarmation
Docurent Date Curtency usD Total deb,

Fosting Date 0a9/12/2007 0.08 UED
Referance
Doc.Header Text Total cred

Document type 4 0.80 USD
Cross-CC no

St |GiL acct Short text  |D/C Arnount ... |{Cost center  |Fund Business ar.. |Tax code |Order WES elemd]

[ — | | = | |

About the Line Item Fields

Use the Line Item fields to record the accounting details of the EFT
deposit. Note: The scroll bars located at the bottom of the Line Item
section indicates more fields are available for input/viewing. Some of
these fields contain derived information (triggered by “Enter” functions).

=  G/L acct— defines the GL account for the line item. This is a
required field.

= Short text— defaults the GL account text description once the
“Enter” key is used.

= D/C—defines the posting as a debit or credit and determines the
posting key which displays on the posted document.

= Amountin loc. curr— defines the total amount of the line item.
This is a required field.

= Cost center— defines the cost center (reporting purposes) and
most importantly derives the fund and business area information
for the expected revenue. This is a required field.

» Fund—defines the fund (derived from the cost center) to which
the revenue is deposited. DO NOT enter information in this field
but verify derived information.

= Business area— defines the agency receipting the revenue
(derived from the cost center).

» Tax code— defines tax percentages added to the document
amount. Not applicable to ZD documents.

= Order—identifies the internal order for reporting purposes. This
is an optional field.

= WBS element— identifies the WBS element for reporting
purposes. This is an optional field unless the EFT deposit is
Federal grant money. In those instances, a statistical WBS
element is required.

= Text—provides additional text entry, 50 character maximum, on
each GL line. This is an optional field.

138



' Chapter 5: Revenue & Customer Receipting
Electronic Fund Transf ers

Record EFT Deposit Details: Make FB50 Entries

Beginning on the Enter G/L Account Document: Company Code Ark

screen, the following shows you how to use FB50 to park a ZD

document (EFT deposit).

@| 10 ca@ CHik nnon BE Q|

Enter G/L Account Document: Company Code ARK

& Tree On Company Code &% Hold (B Simulate Park g7 Editing Options

Reference EFT TRAINING

Doc. Header Text  llustration Purposes

Document type ZD Treasury Deposits
Crogs-CC no. |

Company Code ARK State of Arkansas Little Rock

Total cred.

- Basic data | Details |
Arount Informatian
Dacurment Date 09/13/2007 Currency usD Total deh.
Posting Date 09/13/2007 0.08  UsD

6.80 USD

0 Iterns { Mo entry variant selected )

|Elst.. GLacet  Shorttet |DIC Arnaunt in doe.eurr,

Business ar...

Taxcode |Order

WEBE element

Text

m

Luc]ﬁ\
[2]

m

]

—

Basic Data Tab

1. Document Date field (Required): <##/## [ HHEHH#>.

Ouir illustration uses <09/13/2007>.

2. Posting Date field (Required): <##/##/#HHEHHE>.
Our illustration uses <09/13/2007>.

3. Reference field (Optional): <16 Characters>.

Our illustration uses <EFT Training>.

We strongly encourage you to use text fields to enter text that identifies

the document’s purpose.

4. Doc.Header Text field (Required): <25 Characters>.

Our illustration uses <lllustration Purposes>.

5. Document type (Required): <**>,
Our illustration uses <ZD> Always use ZD for EFT deposits.
The above entries establish the information that appears in the ZD

document header.

Now we are ready to enter the line item details. These entries record the

accounting information appearing in the agency financials once this

document is posted.
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Enter G/L Account Document. Company Code ARK

& Tree On Company Code | & Hold % Simulate Park | g2 Editing Options

Basic data | Details |
Amaunt Information
Docurnent Date 91342007 Currency usp Taotal deb
Posting Date 09/13/2007 0.00 usD
Reference EFT TRAINING
Doc.Header Text  Illustration Purposes Total cred
Docurnent type D0 Treasury Deposits 0.08 UsD
Cto5s-CC ho
Company Code ARK  State of Arkansas Little Rock D00
1 ltems (Mo entry variant selected )
1E=t. |G acet Short text oic Armount...|Cost center |Fund Business ar... [Tax...|Order WWHE elem... |Text
- | |7 [1106001004 Treasury EFTIn_ Debit B 5086383201  [a)
I ]
L

Line Item 1: Debit EFT Treasury Account

1. G/L acct field (Required): <1100001004>.

Our illustration uses the “Treasury EFT Incoming” account.
Always use this account when recording EFT deposits.

2. Short text field: Defaults from GL account number.

W

. D/C [Debit/Credit] field (Required): <Debit>.

4. Amount field (Required):<$$$$>.
Our illustration uses <5000>.
5. Cost Center field (Required):<####H##>.
Our illustration uses <383201>.
6. <Enter>.

The “fund” and “business area” derive in the appropriate fields. Verify
this information is correct.

Enter G/L Account Document: Company Code ARK

& Tree On Company Code | &% Hold | [ Simulate Park | g2 Editing Options

Dasicdata || Defails

Document Date 10/29/2007 Currency usD

Amount Information
Total deb.

Posting Date 10/29/2007 5,000,008 USD
Referance EFT TRAINING
Doc.Header Text  lllustration Purposes Total cred.
Document type D Treasury Deposits 0.8 UsD
Cross-CC no.
Company Code ARK State of Arkansas Little Rock
1 Itemns { Ko entry variant selected )
GiL acect Shart text [l Amountin...|Cost center [Fund Bu... |Grder WHS element
1100001604 [Treasury EFT . [Debit 8|5, 000,08 (383201 HSCE1 01 0610
= =
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Note: The “Account information” section also updates, now listing an
amount in the “Total deb” field.

The posting status light has changed from green to red, indicating the
debits and credits do not balance to zero and the document will not
post.

Enter G/L Account Document: Company Code ARK
& Tree On Company Code | &% Hold | [ Simulate Park | g2 Editing Options

Basicdata | Details |

Amount Information
Cocument Date 10/29/2007 Currency usD Total deh.
Posting Date 10/29/2007 5,000,008 USD
Referance EFT TRAINING
Doc.Header Text  lllustration Purposes Total cred.
Document type D Treasury Deposits 0.8 UsD
Cross-CC no.
Company Code ARK State of Arkansas Little Rock

A

1 Itemns { Ko entry variant selected ) I Y

GiL acect Shart text [l Amountin...|Cost center [Fund Bu... |Grder WHS element
1100001604 [Treasury EFT . [Debit 8|5, 000,08 (383201 HSCE1 01 0610

=) el

A

You may also want to complete these optional fields. Use of these fields
is based solely on agency business processes.

7. Internal Order field (Optional): Complete if
applicable.

Not illustrated.

8. WBS element field (Optional): Complete if
applicable.

Not illustrated.
9. Text field (Optional): <50 Characters>
Not illustrated.

This field allows agencies to store additional text, up to 50 characters,
on the document line.

141

Notes(//é
/A



Chapter 5: Revenue & Customer Receipting

Electronic Fund Transf ers

Line ltem 2: Credit Appropriate Revenue Account

G|

A H @ DHE DDoo FE @E

& Tree On Company Code | &% Hold |8 Simulate

Enter G/L Account Document: Company Code ARK

Park | 4 Editing Options

Basic data | Details |
Document Date 09/13/2007 Currency usD
Fosting Date 0a/13/2007
Reference EFT TRAINIMG
Doec.Header Text  lllustration Purposes
Docurment type D Treasury Deposits
Cross-CC no.
Caormpany Code ARK State of Arkansas Little Rock

Amount Information
Total deb.

500000 UsD
Total cred
0,88 UsD

1 Items ( Mo entry variant selected )

[Eflst. GiL acet Short text DIC Amountin . |Cost center |Fund Business ar... |Tax...|Order WBS elermn... |Text
o [1100001004 [Treasury EFT In [Dehit @| §,000.00 383201 HSCE1E1 uE1o
4050804000 Cred.. & 5o00/383201 =

1. G/L acct field (Required): <GL Revenue Acct #>.

Our illustration uses <4050004000>
This line defines the revenue account type associated with the deposit.

2. Short text field: Defaults from GL account humber.
3. D/C [Debit/Credit] field (Required): <Credit>.
4. Amount field (Required): <$$$$>.
Our illustration uses <5000>.
5. Cost Center field (Required): <######>.
Our illustration uses <383201>.

6. <E

nter>.

The “fund” and “business area” derive in the appropriate fields. Verify

this inform

ation is correct.

Enter G/L Account Document: Company Code ARK

& Tree On Compary Code &% Hold | B% Simulate Fark |42 Editing Options

Dacument Date
Posting Date
Reference
Doc.Header Text
Document trpe
Cross-CC no.
Campany Code

Basic data | Details |

[9/13/2007 Currency usp
0971372007

EFT TRAINING

lllustration Purposes

ZD Treasury Deposits

ARK State of Arkansas Littlle Rock

Amount Information
Total deh.

5,000.00 USD

Total cred

5,000.80 UsD

2 Items { Mo entry variant selectad )

|§ St... |GiL acct Shart text a1 Amauntin ... |Cost center |Fund Business ar... |Tax... |(Order WHS elem... |Text ﬁl
«# 11100001004 Treasury EFT In [Debit Z| 5,000.00 (383281 HSCE101 10 E‘
 |4050004000 Fed Grants Rei.. Cred.. @| 5,000.00 (383201 HSCE101 0E16 E‘
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Note: The “Account information” section also updates, now listing

amounts in both the “Total deb.” and “Total cred.” fields.

The posting status light also changes from red to green, indicating the
debits and credits balance to zero and the document can be posted, if
all data entry is completed.

Because this deposit is Federal Revenue, we must enter a statistical
WBS element in the “WBS element” field.

Enter G/L Account Document: Company Code ARK

£ Tree On Company Code | &% Hold | @ Simulate Park |2 Editing Options

Basicdata | Details |

Amount [nfarmation
Document Date 10429/ 2007 Currency ush Total deb.
Posting Date 10/29/2007 5,000.808 USD
Reference EFT TRAIMING
Doc.Header Text  lllustration Purposes Total cred.
Document type D Treasury Deposits 5,000,680 USD
Crogss-CC no.
Comparny Code ARK State of Arkansas Little Rock DO

2 temns { Mo entry variant selected )

| St |GIL acct Short text Dic Amaount in...|Cost center |Fund Bu... |Order WWHS element
| o 1100801084 Treasury EFT.[Debit Z1|5,000.00 (383201 HSCE181 B610
| o 4050004000 Fed Grants R .[Cred.. &1|5,000.00 (383201 HSCE161 EE18 F . 0610 . FEDARTADM

10. WBS element field (Required for Federal Grants):
<H.BHHHH HHHHBHBHE>.

Ouir illustration uses “F.0610.FEDARTADM.”
11. <Enter>.
12. Verify the fund information remains correct.

You may also want to complete these optional fields. Use of these fields
is based solely on agency business processes.

13. Internal Order field (Optional): Complete if
applicable.

Not illustrated.
14. Text field (Optional): <50 Characters>.
Not illustrated.

This field allows agencies to store additional text, up to 50 characters,
on the document line.

3 Simulate

15. <Simulate>

This optional step allows you to review a simulated document prior to
parking it.
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The “Display Overview” screen appears. Use this screen to review the

document information you have entered, prior to parking the document.

Display Overview

& s BI€EQ I DEBIEAOLS ER @

=1 2 Display Currancy Tares |8 Reset

Doc.Header Text

lllustration Purposes

Trading PartBA

Document Date 10/29/2007 Type ZD Company Code ARK

Posting Date 16/29/2007 Period 4 Currency usn
Document Mumber TNTERNAL FiscalYear 2008  Translation dte 10¢29/2807
Reference EFT TRAINING Cross-CC no.

ElIBRENERERERIEEREE

EEINEY

FPK|Account Description BusA |Cost Gtr  |Fund Amount|YWBS element Text

F| 1100001004 | Treasury EFT In 0610 |383201 HECAE101 5,000..

a0(4050004000  |Fed Grants Reimburge (0610 (383201 HECE101 5,000..-|F.0610.FEDARTADM

16. <Back> &

A system messages appears, informing you AASIS will delete the
simulated document it created when you pressed the “Simulate” icon.

|® Automatically created line items will be deleted

17. <Enter>.

The message closes and the FB50 entry screen re-appears.

Enter G/L Account Document: Company Code ARK

&4 Tree On Company Code || &% Hold | F#% Simulate Park | &2 Editing Options

Basic data | Details | t

Amaount Infarmation
Document Date 10/29/2007 Currency usp Tatal deb.
Paosting Date 10429/2007 5,000.00 UsSD
Reference EFT TRAININWG
Doc.Header Text  lllustration Purposes Total cred.
Document type 0 Treasury Deposits 5,000,600 USD
Cross-Co no.
Company Code ARK State of Arkansas Little Rock (o5

2 ltems { Mo entry variant selected )

| Etlst.. |GiL acct Short text DN Amaountin...|Cost center |Fund Bu... |Order WHS element
| o 1108001004 Treasury EFT.Debit Z|5, 080 80 383281 HSCA101 0616
| o |405A004008 Fed Grants R.[Cred.. @|5, 080 80 383281 HSCA101 0616 F.0610.FEDARTADH

18. <Park>l=lFark |

AASIS parks the document and displays the parked document number
at the bottom of the screen.

@ Docurment 14000070 ARK was parked
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FBVO---Post Parked Document

Use this transaction to review and post (approve) parked documents.

Key Points
= Use display mode to review the parked document.

= Review for correct accounting information.
v' Treasury EFT Incoming Account

Revenue Account

Correct Debit and Credit Entries

Business Area

Amounts

<N X X

Cost Center
v" Fund

= Ask the person who created the document to make necessary
changes.

= Use update mode (post/delete) to post a reviewed document.
Field Definitions

Menu Edit Favorites Extras

&z | Fevo B

1. Type “"FBVO” in the Transaction Command field.

2. <Enter> g
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The Post Parked Document: Intial Screen appears. Use this screen to:

= Define the type of action you want to perform
v' Use “Display” mode to review documents.
v' Use “Edit” mode to post.

v' Use “Document number” to display a single document.

Document  Edit Goto System Help

V] 2l @Ea
Post Parked Document: Initial Screen

Document list | 27 Editing Options

Key for Parking
Company Code ARk
Doc. Number
Fiscal Year 2007

Review the Parked Document

Beginning on the Post Parked Document: Initial Screen, we illustrate
using the display mode to review the parked ZD document.

Document Edit Goto  Systerm Help

@ List F5 R o
[ Change Fe [,

P itial Screen
Change Header Data FT
Display F2
Exit Shift+F 3

ey far Parking

Company Code ARK @

Doc. Mumber

Fizcal Year

3. <Document><Display>.
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This restricts the transaction to display mode and allows you to review
the parked document. Notice the screen name changes to Display
Parked Document: Initial Screen.

6.

Document  Edit Goto Systemn

Help
BdH eaa
Display Parked Document. Initial Screq

Document list | @ Editing Options

Key for Parking

Caompany Code ARE

Doc. Murmhber 14000870
Fizral Year

Company Code field (Required/Default): Accept

default <ARK>.

Doc. Number field (Required): <###HHH#HH#>.

Ouir illustration uses <14000070>. This is the document we

parked in the previous section.

<Enter> @ .

The Display Parked GL Document # screen appears. Use this screen to
review accounting entries. Notice all of the fields are closed and can’t
be changed.

@ | 2ad cee LR Do R @

@@ Display Parked G/L Document 0014000070 ARK 2008
& Tree On | g2 Editing Options

Basic data | Details | Workilow |

Document Date

Paosting Date

Reference
Doc.Header Text

09/13/2007 Currency usp
09/132007

Docurnent Number 14000070

EFT TRAINIMG
lllustration Purposes

Arnount Infarmation
Total deb
B BEE. B8 LSD

Total cred
5, 000800 USD

Company Code ARK Btate of Arkansas Little Rock
(e ]
2 ltems { Mo entry variant selected )
1Bt |GiL acct Short text [ Amount in doc.curr.  |Costeenter [Fund Bu... |Taxcode |Order WHS element
B 1100001004 Treasury EF . [Debit B 5 BEE. 08 383201 HSCE1 01 HE10
| 4050004000 Fed Grants ..[Cred.. B 5, 000,00 383201 HSCE101 0610

Review document entries.
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@

D AH @@ DHE STo8 BRI @ m

& TreeOn | g7 Editing Options

‘@2 Display Parked G/L Dlimnt 0014000070 ARK 2008

Basicdata | Details | Worklow |

Amount Infarmation

Dacument Date!  99/13/2007 Currency UsSD Tatal dek.

Fosting Date 09/13/2007 5,000,600 USD

Document Mumber 14000870

Reference EFT TRAINING Total cred.

Doc.Header Text  [llustration Purposes 5,000.80 LSD

Company Code ARK State of Arkansas Litlle Rock

eco
2 ltems { Mo entry variant selected )

g St.. |GiL acct Short text DN Amountin doc.curr.  |(Costcenter |Fund Bu... [Taxcode |Order WHS element

1100001004 Treasury EF .Debit &

5,000 00

383201

HSCE1E1 o610

4050004000 Fed Grants .. Cred.. &

5,000 00

383201

HSCE1E1 o610

Is the accounting information (GL Accounts, Cost Center, Fund)
correct? Do the credits and debits balance to zero? Do the entries
balance to zero by fund and business area?

If you discover errors exist in the document, continue through step 8

and contact the person who created the document. Ask him/her to
make the necessary changes prior to posting the document.

Ouir illustration assumes the document is error free.

The Display Parked Document: Initial Screen appears, displaying the
document number in the “Doc. Number” field for the document you just

8. <Back> ﬁ

reviewed.

Document  Edit  Goto

Systam

B d H I S@Ea

Help

Display Parked Document: Initial Screq

Dacument list || g2 Editing Optians

Key for Farking

Campany Code ARE

Doc. Mumhber 140000870
Fiscal ‘Year
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Post the Parked Document

Beginning on the Display Parked Document: Initial Screen, we illustrate
using the update mode to post a parked ZD document.

Document  Edit  Goto

Systermn  Help

D
Change Header Data FT

PostiDelete Fa

Exit Shift+F 3
ey for Parking
company Code BREK @
Ciac. Mumber 14000070
Fiscal Year 2008

1. <Document><Post/Delete>.
This changes the transaction to update mode and allows you to post or

delete the parked document. Notice the screen name changes to Post
Parked Document: Initial Screen.

& Bl H &E|

Post Parked Document: Initial Screen

Dacument list || &7 Editing Options

ey for Parking

Company Code ARK @
Dac. Mumber 14000878
Fiscal Wear 2008

2. <Document list> Docurment list
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The List of Parked Documents screen appears. Use this screen to
retrieve single or multiple documents ready for posting.

List of Parked Documents
®
Company code ARE to
Document number to
Fiscal vear 2007 to
General Selections
Posting date o
Document date to
Docurment type to
Refarence to
Docurment header text to
Entered by to
Business area [Eq to
Processing Status
Enter release to
Complete o
Released @ to

About the List of Parked Documents Screen

Company code— defines the highest level business entity
“ARK.” Accept this default.

Document number— restricts selections by assigned document
numbers. Use this field to retrieve single or multiple documents
ready for posting.

Fiscal year— restricts selection to documents created in the
current fiscal year. This is an optional field.

General Selections—Provides additional selections for document
retrieval.

Posting date— restricts selections by the date in the “Posting
Date” field of the parked document. Use this optional field to
retrieve single or multiple documents ready for posting.

Document type— restricts selections based on document type
(DR, DG, AB, ZD...). Use this optional field to retrieve single or
multiple document types ready for posting.

Reference— restricts selections based on text entries made in
the “Reference” field on documents. Use this optional field to
retrieve single or multiple documents containing identified text
entries. Note: All reference entries must match exactly.

Document header txt— restricts selections based on text entries
made in the “Header Text” field on various documents. Use this
field to retrieve single or multiple documents ready for posting.
Note: All header text entries must match exactly.
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List of Parked Documents
e
Company code ARKE to
Docurment number to
Fiscal year 2007 to
General Selections
FPosting date to
Document date to
Document type to
Reference to
Document header text ta
Entered by io
Business area 4 to
Frocessing Status
Enter release ta
Complete o
Releasad [= to

= Entered by— restricts selections to documents created by
specific users. Use the “User ID” in this optional field to retrieve
documents created by this person.

= Business area— restricts selections to the responsible agency.
This is a required field.

Processing Status---These selections are specific to workflow functions
and are not applicable to cash deposits.

Now that we have defined the Document List selection fields, we
illustrate using them to post a single ZD document.

& B a0 @@ EHE DTO0 BE 4

List of Parked Documents

@ M

! Company code ARK to

Docurment number 14000070 i

Fizcal year 2008 ta

General Selections
Posting date to
Dacument date ta
Daocument type to
Refarance ta
Dacument haader text ta
Entered by to
Business area nE1 0| to

1. Company Code field (Required/Default): Accept
default or <ARK>.

2. Document Number field (Optional): <##H#HHHH#H#>
Ouir illustration uses document <14000070>.
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& BldH @@ DEE SO00 BAEJ
List of Parked Documents
@ M
Company code ARK to
Document number 14000070 to
Fizcal year 2008 ta
General Selections

Posting date to

Dacument date ta

Daocument type to

Refarance ta

Dacument haader text ta

Entered by ta
7 Business area nE1 0| to

3. Business Area field (Required): <####>
Our illustration uses <0610>.

4. <Execute> D

A system message appears stating documents created by you will not
be listed. It also identifies the display transaction (FBV3) to use if you
want to see your own parked documents.

Information

Display thetm with FBEW3.

¥ @

o

The Post Parked Documents: List screen appears. Use this screen to
post single or multiple documents you have reviewed.

5. <Enter>

List Edit Goto Seftings  System  Help

@ B dH e BEE O 000 EE @ o

Post Parked Documents: List

= B & F &Y <T 3 T e g | Gt Check & Create Batch Input Falder Cvarviaw
|| DocumenttolPosting Date | Doc.Date Refarence User ‘fear|Document Header Text

| |14DDDD?D 09132007 |09M 32007 |EFT TRAINING TLLANGSTOM | 2008 | lllustration Purposes

Before you can post a document, you must first select the document
line.
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£

@ | 20 H G BHR 1000 HE @
Post Parked Documents. List

=) B & ¥ H 9 L& T e EE g | 54 Check | B Create Batch Input Folder Overview

|?| Documentho| Posting Date |Doc..Date Reference User Year|Document Header Text
14000070 (09132007 | 09132007 EFT TRAIMING TLLAMGETOMN | 2008 |lllustration Purposes

6. Click E “"Document Line"” ready for posting.
This selects (highlights) the line.

|
7. <Post> H

The Log Display screen appears. Use this screen to verify posting
status for selected documents.

Log Edit Goto

System

Help

& B dH CE SHE ODLD BRE @ D
Log Display

@ &

BIEEI R SR EE =1 =R T - RS

Ty |CoCd|DocumentMol Year|Message Text

@ ARK (14000070 2008 |Document 14000070 was posted in company code AR

About the Log Display Screen

= Use the “Type” field to determine posting status.

v @ Green Light---Successful posting

v E Red Light---Document posting error(s)

» Use the “Message Text” field to review message text
associated with the posting status.

8. Review log (follow up if appropriate).
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Review Multiple Parked Documents Before Posting Them

You can also use FBVO to post multiple parked documents. This
section shows you how.

Menu  Edit Favorites Extras

& | Fevo 4]

1. Type “"FBVO"” in the Transaction Command field.

2. <Enter> @ .

The Post Parked Document: Initial Screen appears. Use this screen to
define the document or documents you want to review before posting.

Document  Edit Goto Sy

List
Change
Change Header Data

‘Fﬂ 'l:l|¢'-h

Display
Exit 5

Key for Parking
Compary Code  JARK @

3. <Document><Display>.

& BAHI QO 2 EE

Display Parked Document: Initial Screen

Docurent list | g# Editing Options

Key for Parking
Company Code ARK @
Dac. Mumber

Fizcal Year

4. <Document list> Document ist

The List of Parked Documents screen appears. In this illustration, we
use a posting date range to retrieve multiple parked documents.
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Program Edit Goto  System  Help

V) 2AH I CEQ  SEE DO4a0 ER
~Lfst of Parked Documents

D G

Company code BRE o

Document nurmber o

Fiscal year 2068 to

General Selections
Posting date B9/10/ 2087 to B0/14/2087
Cocument date o
Document type Z0 to H
Reference ta
Cocument header text o
Entered by o
Business area 0e1@ to H

5. Company code field (Required/Default): Accept
default or <ARK>.

6. Posting date field (Optional): <##/##/#HH#EHHE>.

Our illustration uses <09/10/2007> to <09/14/2007>.
7. Document type field (Optional): <##>.
Our illustration uses <ZD>.
8. Business area field (Required): <####>.
Our illustration uses <0610>.

9. <Execute> @ .
A standard message for this transaction appears.

Infarmation

Display them with FBW3.

v @

10. <Enter>
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The Display Parked Documents: List screen appears, displaying all ZD
documents parked for this business area within the specified date
range.

& 2 HISCAQ I ESHEB S04 RE @ m

Display Parked Documents: List
GREREATFTAFCHTH= 4 O

| Documenttal Posting Date |Doc..Date Reference User Year|Document Header Text
i| 14000071 |08A 32007 (091132007 |EFT TRAINING TLLAMGSTOM | 2008 |lustration Purposes
|14DDDD?2 091352007 |09 32007 |EFT TRAIMIMG TLLAMGSTOM | 2008 |llustration Purposes
_| 14000073 |087132007 (091132007 |EFT TRAIMING TLLAMGSTOM | 2008 |lllustration Purposes

11.To review documents double click a "Document
Line.”

Our illustration uses the <14000071> line.

The Display Parked G/L Document # screen displays. Use this screen
to review the document entries.

Document Edit Gotn Extra Enyironment  Systern  Help

(7} BaH I Cee DR Dtag HE @m
@2 Display Parked G/L Document 0014000071 ARK 2008

fa Tree On | 47 Editing Optiong

Basicdata | Detalls | Workllow |

Amaunt Infarmation

Document Datej  B9/13/2007 Gurrency usD Total deb

Posting Date [09/13/2887 2,000.88 USD

Daocument Number 14800071

Reference EFT TRAINING Total cred

DocHeader Text  lllustration Purposes 2,000 88 UsD

Company Code ARK State of Arkansas Little Rock

2 Items ( No entry variant selected )

\St. . |GIL acct Shart text [8}[s3 Amauntin doc.curr.  |Costcenter |Fund Bu.. |Taxcode |Order WES element
‘ I:IHDDDMDM Treasury EF .Debit & 2,800 00 383201 HSCE101 oe1@
‘ |:|4USUUE|3EIUU 0th Refund... Cred.. & 2,000, 00 383201 HSCE101 oe1m

12. Review document entries.

13. <Back> <& .
The Display Parked Documents: List screen re-appears.

List Edit Goto  Settinogs stern Help

(7] O EH e CHEB a0tan BE @

Display Parked Documents: List
GERERAFAFRECHTEHEE H

|| Docurnentta Posting Date |Doc.Date |Reference User ear| Docurment Header Text
14000071 09132007 |08 372007 |EFT TRAINING TLLANGSTORN |2008 | lllustration Purposes
14000072 |09 32007 |0913/2007 | EFT TRAINING TLLANGSTOM | 2008 | lllustration Purposes

| |14000073  |09M3/2007 (091132007 |EFT TRAINING TLLANGSTON 2008 lllustration Purposes

14.Continue document review (Repeat steps 10-12)
for each document.
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Post Multiple Parked Documents

Before you can post mulitple documents, you must first change the
transaction mode from “Display” to “Post/Delete.”

Docurment  Edit Goto

e List Fa g]

| Change FE | |

D 1
Change Header Data Fr

B Fostoelste Fa
Exit Shift+F 3

ke for Parking

Company Code ARE @

Doc. Mumber 14000070

Fiscal Year 2008

Beginning at the Post Parked Documents: List screen, we illustrate
posting mulitple documents next.

For illustration purposes, we assume we found errors that need
correction on document “14000072.” We will not post this document at
this time.

Edit

Systerm  Help

20 @@ DHE Do HE @m
Post Parked Documents: List
&4 B & FHT T3 TE S & gb check & Create Batch Input Falder Ou

List Goto

Settings

|| Cocumentia Posting Date |Doc..Date Reference Lser vear|Document Header Test
|1emﬂDD?1 09/13/2007 (091372007 |EFT TRAINIMG TLLANGSTOM | 2008 |lllustration Purposes

|_| 14000072 (091372007 (091372007 |EFT TRAINING TLLANGSTOM | 2008 |lllustration Purposes
14000073 |09 302007 (091372007 |EFT TRAINIMG TLLANGSTOM | 2008 |lllustration Purposes

1. <Control Key> Click each Document Line ready
for posting.

Select multiple, non-sequential document lines by holding the “Control
Key” down each time you “Select” (click) an individual line.

This selects (highlights) each line.
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|3| ia<1||

Post Parked Documents: Lis
age@aro?sm

To select all listed documents, use the “Select All” icon instead of
clicking each individual line.

Systerm Help

240 @ S HR ODhas BRE @M

Post Parked Documents: List
& B & T 8% BT HEE G | g Check | & Create Batch Input Folder O

Edit Goto  Settings

List

|| Documentto Posting Date |Doc..Date Reference User Year|Document Header Text

| |14DIZIDIZIT1 091372007 081372007 |EFT TRAIMIMNG TLLANMGSTON | 2008 |lllustration Purposes

| |14DDDD?2 091372007 |08M1372007  |EFT TRAIMING TLLANMGSTOMN | 2008 |lllustration Purposes
14000073 |0D9M1372007 (091372007 |EFT TRAIMING TLLANMGSTON | 2008 |lllustration Purposes

|_=,[

2. <Post>

The Log Display screen appears. Each selected document posted
successfully.

Edit

Eoto

Log

20 @@Q CHB ODOD 5

&
Log Display
@ s

|-:’-%p IR EEEREEEEIE R EEEA L S ES EE
Ty...|CoCd Documentto| Year|Message Text
@ |ARK 14000071 2008 |Document 14000071 was posted in company code ARK

G (ARK 114000073 2008 |Document 14000073 was posted in company code ARK
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ZBCJ: Create Single Deposit Slip

Use ZBCJ to create single deposit slips by using the ZD document
number. Beginning on the ZBCJ selection screen, we show you how

next.

1. Company Code field (Required): <Accept Default>.
2. Posting Date field (Required): <## /H#H# [/ #HHEHHE>.

3. Cash journal number (Required): <####>.
Our illustration uses “6108.”
AASIS uses this field entry to add address information to the deposit

slip.

4. Printer field (Required): <Network Printer Name>.
Ouir illustration uses “ascV.” Remember this field is case

@ &

Cash Journal Report and Posting

Posting Date

Cazh Journal Mumber
Business Area
PRIMTER:

Cash Journal Run Process
Azzignment § Invoice Inguiry
Azsignment J Invoice Number
Daily Cash Receipt Sumimary
2 Create Deposit Slip
Create Master Deposit Slip
Deposit Slip Crestion Criteria
Cash Journal Deposit Slip
GL cleared doc. Deposit Slip
GL cleared documents
GL uncleared doc. Dep. Slip

Selection Criteria for Cash Journal Report

! Company Code

ARK to
0971372007 to
6108

sy

2 7D GL Deposit Slip
ZD Document Murmber

14000070

Ouir illustration uses “09/13/07.”

sensitive.

5. <Create Deposit Slip> (Required).
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8. <Execute> L/,
AASIS displays the information it will use on the deposit slip.

@ &

Cash Journal Report and Posting

Company Code
Posting Date

Cazh Journal Mumber
Business Area
PRIMTER:

Cash Journal Run Process
Azzignment § Invoice Inguiry
Azsignment J Invoice Number
Daily Cash Receipt Sumimary
2 Create Deposit Slip
Create Master Deposit Slip
Deposit Slip Crestion Criteria
Cash Journal Deposit Slip
GL cleared doc. Deposit Slip
GL cleared documents
GL uncleared doc. Dep. Slip

Selection Criteria for Cash Journal Report

ARK

0971372007

6108

sy

. 2 7D GL Deposit Slip

ZD Document Murmber

14000070

ZD GL Deposit Slip radio button (Required).

<HHHHBHHHBLHHE>.
Our illustration uses “14000070.”

7. ZD Document Number field (Required):

= & Print Deposit Slip

Cash Journal Report and Posting

Report Name
Report Ran By: TLLANGSTON

o ZFIGLROAET_CASH_JOURMAL

AREANSAS REWEMUE RECEIPTS DEFOSIT
{ DEFOSIT SLIF )

Fosting Date = 09/13/2007

Logency - G610

Receipt Receipt GL Payment | Receipt Payment Payment

CJ Fund CJ Account Doc. Number| CJ Amount CJ Fund CJ Amount

HSCE1 a1 4050004000 14000070 5,0o0.00 0.0
Total for Q610 5,000.00 o.eg

9. <Print Deposit Slip>

& Print Deposit Slip

The Print screen appears. Notice we have changed the number of

copies to 4.
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ceit 4

ascy 170.94.251.54

4

Output Device

Mumber of copies

Fage selection

Spool Reguest
SCRIPT A505 TLLANGSTON

Deposit Slip

MName
Title
Autharization

Cover Page Settings
SAP cover page

Spoal Contral
[w] Frintimmediately
[v] Delete After Output

Do Mot Print

[ Mew spoal request Recipient
[ Close Spool Request Department
Spool retention pd 8 Day(s)

Storage Mode Frint anly e

@3 Print Previews | = Print | Cancel

(2 Print Preview

10. <Print Preview> (Optional)
The deposit slip preview screen appears.

@ sdH @0 DHE D000 HE @
Print Preview of ascV Page 00001 Copy 10of 4)
44 » M
ARKANSAS REVENUE RECEIPTS DEPOSIT
Date: 09/13/2007
Agency: 0610 - DEPT OF FINANCE AND ADMIN
Page: 1 of 1 For Treasury Use Only: Receipt #
Fund Revenue Payment.
6L Account | Doc. Humber Amount DEPOSIT COMPOSITION
HSCE101 4050004000 | 14000070 5,000.00
Checks
EFT
Currency
Coin
Total Deposit
Direct to Treasury
Remote Deposit
Bank #
Treasury Branch Deposit
Bank
TOTAL 5,000.00 | Bank Location
Agency Name: DEPT OF FINANCE AND ADMIN
Telephone #: 682-2242
Address: DEA
1509 W 7TH ST STE 401
LITTLE ROCK AR 72201
Authorized
Contact Person: Telephone signature

11. <Print>

161




Z 2

S

Chapter 6
Troubleshooting Common Cash Journal Errors

Learning Objectives

Define 6 Common Cash Journal Errors

Analyze Cash Journal Entries & Resolve Identified Errors

Cash Journal PT41 Company Code ARK

@ Save | Post |3 Print cash joumal B Change cash journal | g7 Editing Optians

Data selection Balance display for display perind
Display period Ly
07410/2007 07 /1872087 Opening balance 0.00 UsD

(4] Today > + Total cash receipts 0.00 USD  Number: o

4 This week 3 + Total check receipts 0.00 UsD Number: [c}

4 Current petiod 3 - Total cash payments 0.00 UsD Number: a
Cash journal: PETIT JEAN = Closing balance 0,00 UsD
Company code:  State of Arkansas Cash thereof 0.00 USD

Cash payments ' Cash receipts | Check receipts |

Business tr... |GiL Do... [Amount Reference Cas h ‘Journa, REPO'T and POSﬁng
P &

Selection Criteria for Cash Journal Report

Company Code BRE to
Posting Date 091342007 to
Cash Journal Mumber G105
Buziness Area to
PRINTER: asch

Cash Journal Run Process
() Assignmert [ Invoice Inguiry

Azsignment [ Invoice Mumber

() Daily Cash Receipt Summary

- T @ Creste Deposit Slip
4| »
() Create Master Deposit Slip

@ [& saesel |H  Postsel |3 Receipt Depostt Slip Crestion Criteria

i Cazh Journal Depostt Slip

i 1GL cleared doc. Deposit Slip

L cleared documents to
i GL uncleared doc. Dep. Slip

@ ZD GL Depost Slip
ID Documernt Mumber 140a0a70

Class Code: CRCD-RC
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Troubleshooting Common Cash Journal Errors L_
Introduction

The Cash Journal (FBCJ) and Deposit Slip Program (ZBCJ) not only
help you record revenue receipts and deposits, you can also use these
transactions to troubleshoot and resolve common errors that could
prevent the successful completion of the receipting business process.

The receipting process completes successfully when you use FBCJ
entries to create a deposit slip that the Treasury processes AND that
will automatically clear through the BAI file (clearing) processing.

If the Treasury rejects a deposit slip, your agency’s cash balances may
not be adequate to cover expenses for that day, possibly multiple days.

The same is true if a deposit does not automatically clear in the BAI file
clearing process.

Use the information in this chapter to help prevent this from happening
to you and your agency.

In this chapter, we use scenarios to help us illustrate and explain five
common cash journal errors and possible causes for these errors.

1. Cash Payments Tab will not post.

2. Document number(s) do not appear on the deposit slip reporting
screen.

3. The deposit slip reporting screen is blank.

4. The message “Invalid account” appears in the “Document status”
field of the ZBCJ report.

5. A commercial fund appears on the deposit slip.

While other errors can occur, our intent in this chapter is to place
emphasis on these errors, which if not detected, can stop the
successful completion of the receipting and deposit process as it is
defined.

We also show you how to delete saved entries that contain errors in
closed fields and how to copy lines to save some data entry when
keying corrections.

Note: Agency personnel can’t delete a posted Cash Journal entry
because of the save and post internal controls in the Cash Journal.

If you discover an error in a posted entry, you must request that DFA-
Office of Accounting reverse the entry for you.
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Cash Payments Tab Will Not Post

After clicking the “Post” icon on the Cash Payments Tab, AASIS
displays the error message: “Insufficient receipts posted for BA
#i#H# Fund: aaa###t#, Amount: $$$$-.”

Possible Causes

1. The Cash Receipts Tab is saved but not posted.

AASIS must recognize sufficient posted receipts before it will
post entries to the Cash Payments Tab.

2. A Cash Payments line does not contain fund information.

Fund information does not derive on the Cash Payments Tab.
You must key the fund information.

3. A Cash Payments line contains fund information that is not equal
to the Cash Receipts tab.

The receipt and payments entries for a specific fund do not
balance to zero for a specific BA.

4. A Cash Payments line does not contain BA information.
5. A Cash Payments line contains incorrect BA information.

The person with the Agency Cash Deposits role can not make
corrections to fields containing errors because of the save and post
internal controls.

Document Number(s) Do Not Appear On the Deposit Slip

When previewing the deposit slip report page (ZBCJ), the document
number(s) is missing.

@| BliHeae DHE phon DR @B
Cash Journal Report and Posting

@ & Print Deposit Slip

2

Note%
[

ARKANSAS REVENUE RECEIPTS DEPOSIT

Report Mame ZFIGLREBET_CASH_JOURNAL { DEPOSIT SLIP ) Page 1
Report Ran By: TLLANGETON Date: B8/23/2007

Posting Date = B8/14/2007
oy~ eis Reflects the document
Receipt Receipt GL Payment eceipt Fayment Fayment
C.J Fund CJ Accour Doc. Number| KJ Amount C.J Fund CJ Amount Document Status Status from the CaSh
FFBO1G1 40410040 100. 00 0.00 [ Item Posted Recelpts Tab NOT the
FFBO1G1 4041025000 500. 00 0.00 [ Item Posted
HSCE181 4041012040 75.00 B.00 | Item Posted CaSh Payments Tab
HSCE181 40420010 275.00 0.00 [ Item Posted
Total for 8610 \ / 950. o0 @.00 T
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Note%
[

&

)

JHeae BHE DDhan FEER @

@ & Print Deposit Slip

Cash Journal Report and Posting

ARKANSAS REVENMUE RECEIPTS DEPOSIT

Report Name ZFIGLREOAT_CASH_JOURMAL ( DEPDSIT SLIP ) Page 1
Report Ran By. TLLANGSTON Date: B8/23/2007
Posting Date = D8/14/2007

Agency - 0610

N Reflects the document
Receipt Receipt GL Pay’melb Receipt Pawment Payment
CJ Fund cJ Mccuunt/ Doc. Number VJ Amount. CJ Fund CJ Amount Document Status Status from the Cash
FFEOTB1 46410040 100,08 0.e0 Item Posted H
FFEOTB1 46410250 600 OB 0.e0 Item Posted Recelpts Tab NOT the
HSCE101 4p41012040 T5.00 0.e0 Item Posted
HSCE181 4042001040 27560 0.00 | Item Posted CaSh Payments Tab
Tatal for BE10 \ I 950 . 06 0.80

Cause

The Cash Payments Tab is not posted. The Deposit Slip Program uses
the document number from the applicable fund line on the Cash

Payments Tab.

The document number supports the automatic clearing in the BAI file

N/

process. Treasury will reject this deposit slip.
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The Deposit Slip Screen Shows “Invalid Account”

Although you entered and saved transactional data in the Cash Journal,
the message “invalid account” appears in the Document Status field.

Cash Journal Report and Posting

&1 & Print Deposit Slip

ARKANSAS REVEMUE RECEIPTS DEPOSIT
Report Mame : ZFIGLROOE1_CASH_JOURNAL { DEPOSIT SLIP Page:
Repart Ran By: TLLANGSTOM Date:
FPosting Date = B7 /1472007

Agency - BDE10 / \

Receipt Receipt GL Payment Receipt Payment Fayment

CJ Fund CJ Account Doc. Number| CJ Amount CJ Fund CJ Amount Document Status
HSCA1E1 10.680 B.BB\ Invalid Account
Total for 0610 108,00 6.00 /

Cause \\-/

The “Text” field on a customer receipt does not contain the “GL account
number” from the customer invoice.

If the Cash Journal line has not been posted -Copy the saved entry
containing the error (see pages 143-146).

Delete the line containing the error and enter the GL account number in
the “Text” field on the copied line.

Re-execute ZBCJ to print a correct deposit slip.

If the Cash Journal line has been posted -Request DFA reverse the
line containing the error and re-enter the line, remembering to include
the GL account number from the customer invoice in the “Text” field.

Save and post the new entry and re-execute ZBCJ to print a correct
deposit slip.
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The Deposit Slip Is Blank

Although transactional data was entered in the Cash Journal AND it
displayed on the Clearing Summary Report, nothing appears when you
use ZBCJ to create the deposit slip.

Possible Causes

1. The Cash Journal is not posted.

The Deposit Slip Program reads and uses the posted entries
from both the Cash Receipts and Cash Payments tabs.

2. The Cash Journal Number on the ZBCJ initial selections screen
is incorrect (see below picture).

3. The Date on the ZBCJ initial selections screen is not the same
date as the cash journal date (see below picture).

Cash Journal Report and Posting
 [@

Selection Criteria for Cash Journal Report

o . =l onL 10
Posting Cate B3/14/2007 ta =
Cash Journal Mumker E105
Business Area ta @
PRIMTER asch

Cash Journal Run Process

() Assignment  Invoice Inguiry
Azzignment §Invoice Mumber
(' Daily Cash Receipt Summary

() Cregte Master Deposit Slip

Deposit Slip Crestion Criteria

@ Cazh Journal Deposit Slip

(1 GL cleared doc. Deposit Slip

5L cleared documents to
(1 GL uncleared doc. Dep. Slip

(_VZID GL Deposit Slip
Z0 Document Number

Cazh journal numbers to

(1 Clearing Summary Report

Clearing Summary Creation Criteria

(1 Cazh Journal Clearing Sum.
(_VGL cleared doc. Sum Rpt
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Troubleshooting Common Cash Journal Errors

A Commercial Fund Appears On the Deposit Slip
The deposit slip report page (ZBCJ) displays cash fund information.

Cash Journal Report and Posting

& & PrintDeposit Slip

BREAWSAS REVEMUE RECEIPTS DEPOSIT
Repart Wame ZFIGLREAOT_CASH_JOURNAL { DEPOSIT SLIF ) Fage 1
Report Ran By: TLLANGSTON Date: 08/23/200
Posting Date = 08/14/2007
Bgency - D610
Receipt Receipt GL Payment Receipt Payment Fayment
’CJ Fund CJ Account Doc. Number| CJ Amount CJ Fund CJ Amount Document Status

7006169 40540010080 13000086 300 . 00 .00 Item Posted

FFEOTET 4047004808 [ELELIEE] ToE . BO [EELE) Ttem Posted

FFEO1E1 40410250080 13000084 B0E. 0O [.oo Item Posted

HSCE1681 4041012000 13000085 75.00 b.og Item Posted

HECE1 61 4042001608 13000085 275 .60 660 Item Posted

Total for 0610 1,250.00 b.oo

Cause

The cash fund(s) is not in the ZBCJ exclude table. Enter the cash
fund(s) in the exclude table and re-execute the program.

Cash Journal Report and Posting
@ [

Selection Criteria for Cash Journal Repart

Caompany Code ARE ta
Paosting Date a7 risr2ony to
Cash Journal Mumber G105
Business Area to
PRIMTER aschy

Cash Journal Run Process
() Ag=signment § Invoice Inguiry
Azsignment [ Invoice Mumber
() Daily Cazh Receipt S

() Creste Master Deposit Sligp

Deposit Slip Crestion Criteriz
@) Cash Journal Deposit Slip

()L cleared doc. Deposit Slip
GL cleared documents to
(_1GL uncleared doc. Dep. Slip

() ZD GL Deposit Slip
ZD Document Mumber

Cash journal numbers to

() Clearing Sumimary Report

Clearing Summary Crestion Criterizs
@ Cash Journal Clearing Sum.
Accounts to exclude from table

()L cleared doc. Sum Rpt
| Update exclude table with Fund

(L uncleared doc. Sum Rpt
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Copy and Delete Saved Entries

If you discover you need to correct a keying error in a closed field on a
saved line, copy the line containing the errors first. Then delete the
error line.

The copied line contains open fields, allowing you to make specific
corrections without having to re-key everything.

Cash Journal 6108 Company Code ARK
& Save Post |3 Printcashjournal |G Change cash joumnal | @2 Editing Options
Data selection Balance display for display period
Display period
O8/15/2007 - 08/15/2007 Opening balance B.88 UsD
4 Today » + Total cash receipts 180.08 UsD Mumbhber: 2
4 This week » + Total check receipts o680 UspD Mumbhber: o
4 Current period » - Total cash payments o680 UspD Mumbhber: o
Cash journal: DFA-OFF OF ACC .. = Closing balance 180.08 UsD
Company code:  State of Arkansas Cash thereof 15008 USD
Cash payments '~ Cashreceipts | Checkreceipts |
|_ Busines. . |GiL Do [Amount Reference Recpt recipient Cost C Fund Busi.. |Posting Date | TH
APPLICK.. 4041002000 |@O0 50.00 (3248 WD Johnson 3832 HECET 81 0610 [B8/15/2007
APPRENT.. (4047099300 |@00 100.00 4972 Heana Smith 38333 FFEE101 0610 [B8/15/2007

Line two in the above picture contains an incorrect cost center and it
derived the wrong fund. Notice the “Cost Center” field is closed.

To correct this error, we must key the correct cost center and then allow
it to derive the correct fund information. To help save us some time, we
want to copy the incorrect line before we delete it.

We show you how to do this beginning on the next page.

Cash payments ~ Cashreceipts | Checkreceipts |

Busines... |G/IL Do... |Amount Refarence Recpt recipient Cost Center |Fund Busi... |Posting Date |Tes

APPLICA.. 4041002000 5000 (3248 D Johnson aa3zo1 HSCB101 0618 |BB/15/2887

IPPRENTT] = 47009300 100,66 4972 eana Smith 333N FFEOTO1 BE1E BE/16/2007F
08/15/ 2007

EDRIE & swesel [E rPostze. |3 Receipt [ 2 Followondoc. |

1. Click the “Line Selection” icon on Line 2.
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2. <Copy line> O

AASIS inserts the copy of the selected line. Notice both lines are still
selected (highlighted) and the copied line contains open fields.

Cash payments ’ Cash receipts k Check receipts |

Busines... |GIL Do... [Amount Reference Recpt recipient Cost Center |Fund Busi... \Posting Date|Te
APPLICA. 4041002000 | @00 G000 3248 WD Johnson a3zt H5CE101 OE10  |Bas 152007
APPRENT.. 4047099300 Q00 106.00 4972 Jeana Smith 383331 FFEQ1G1 0610 BEs15 2007
APPRENT... 4047099300 SO0 106.00 4972 Jeana Smith 33331 FFEQ1G1 0E10 |BE/15/2007
08/15/2087

=3

Receipt |2 Follow-on dac. |

We want to delete the incorrect line before we make our corrections.

Cash payments - Cash receipts k Check receipts |

Busines... GiL Do... |Amount Reference Recpt recipient Cost Center |Fund Busi... Posting Date | Tel
AFPLICA.. 4041002000 |@C@ 50.00 3248 D Johnson 383201 HSCE1E1 1o B&f15/2007
AFPRENT.. 40470993008 QOO 100868 4972 eana Smith 383331 FFEQO1E1 o610 B&M5/2007
LPFRENTI( 247099300 | QOO 100,868 4972 eana Smith 383331 FFEO1E1 1o @&/15/2007
0&/15/ 2007

[0 I

Elﬂ |Eb Save sel. " Fostsel. |@ Receipt |@ Follove-on doc. |

3. Click the "Line Selection” icon on the copied
line.

This de-selects the copied line. Notice the incorrect line remains
selected and is ready to be deleted.
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Troubleshooting Common Cash Journal Errors

4. <Delete row>

A system message appears, prompting you to confirm you want to
delete the selected line.

®

Crata will ke lost.

This entry will be lost
Do wou really want to delete the entry?

| Yes | M

5. <Yes>.

A system message appears, confirming the deletion.

@ Document successfully deleted

Cash Journal 6108 Company Code ARK
&3 Save Post || O3 Printcashjournal |G Change cashjournal | g2 Editing Options
Diata selection Balance display for display period
Display period
08M15/2007 - 08/15/2007 Opening balance 0.080 UsSD
4 Today » + Total cash receipts 180,80 USD Murmber: 2
4 This week » + Total check receipts o.ea UsD Murmber: o
4 Current period » - Total cash payments o.ea UsD Murmber: o
Cash journal: DFA-QOFF OFACC... = Closing balance 180,80 USD
Company code:  State of Arkansas Cash thereaf 180,80 USD
Cashpayments = Cashreceipts | Checkreceipts |
\_ Husines. . |GiL Do (Amount Reference Recpt recipient Cost Center |Fund Busi . |Posting Date (TH
‘ APPLICA.. 4041002000 |@C@ 50.00 (3248 LD Johnson 3832m HSCH181 0610 |B8/15/2007
‘ APPRENT .. 4047099300 |@C@ 100.00 4972 Heana Smith 3832m HSCH181 0610 |B8/15/2007
6. Make correcting entries.

Our illustration changes the cost center field.
7. Cost Center: <383201>.
8. <Enter>.

The cost center derives the correct fund information.

9. <Save>| & Sae
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Reverse Posted Entries

If a deposit has been accepted by Treasury, posted Cash Journal
entries containing errors can not be reversed. Instead, agency
personnel must request that DFA-OA post a revenue receipt correction
(using FB50) for the line(s) containing errors.

If a deposit has not been taken to Treasury or has been returned by the
Treasury, agency personnel can request that DFA-OA reverse the
posted entries. The agency can then enter the correct information in the
Cash Journal, print the deposit slip and take the cash to Treasury for
deposit.

Reversals of posted entries begin on the Cash Payments Tab (fund
totals) first. This backs out the deposit, allowing the individual revenue
(cash) amounts to be reversed and corrected next.
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Chapter 7
Reporting & Research Tools

Learning Objectives

* Identify 2 Reporting Tools That Provide Receipting
Information

* Customize Report Layout

 Use The “Reference” Field To Look Up A Single

Document

e Use FB03 To View Document Information

Document List
Comparny code BRE io
Document number Cash Journal Report
Fiscal year @ @
General selections Do SEE .
Cash journal number @ to o
Document type ) - —
i Business Area ta o2
Posting date Business trans. type to o
Entry date Bus. fransac. number to o
Reference number Cash journ.doc. stat. ta =]
Reference transaction Posting Date 5 to i
Reference key (G AomEiii 3 =
) Posted amount to 52
Laogical systam o
Reference to =3
Order to oF
Business area selection Tl ey - =
Business Area Fund to (=
Funds Center ta o
Also display noted iterns Functional Area to =
- ; =3
[ Display noted items U] 1 —
Assignment ta =]
Receipt recipient to o
Search for own documents T — . 2
[]own documents only Internal cash journal doc.no to o
Text for itern to =3
User name to o
Qutput specification
Layout.

Class Code: CRCD-RC




' Chapter 7: Revenue & Customer Receipting
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Introduction

AASIS reporting tools use the module/sub-module (Cash Management,
Accounts Payable, Accounts Receivable...) organizational method to
provide summary and/or detailed information about account and fund
amounts.

Note: Even though a report may “belong” to a specific sub-module, it
may still provide valuable reporting information affiliated with other sub-
modules’ business purposes.

Many reports also provide additional accounting information based on
other master records such as (but not limited to) internal orders, WBS
elements, commitment items.

“Reporting summaries” are the sum of the multiple financial documents
associated with a specific account and/or fund. In other words, reports
(using the selection criteria you enter) provide a “big picture”
perspective about account and fund amounts.

Most reports also provide access to details associated with a summary
total by providing “drill down” functionality. Depending on the report’s
design, the drill down function grants access to different levels (sub-
totals) of reporting detail.

Sometimes you must drill down into several sub-total levels before you
can view specific document line item detail.

Instead of requiring you to use a report when you want to view a single
document, AASIS provides an alternative transaction for researching
specific document information.

In this chapter, we show you two reports that provide receipting
information:

1. ZCAJO: Cash Journal—provides reporting information from cash
journal entries.

Note: The last character in this transaction is the letter “O.”

2. ZFIN: GL Report with Customer Data—provides a simple way to
view revenue and EFT receipts and/or cash deposits by
document type.

This report, originally created for Accounts Receivable reporting,
is an example of how a report can cross sub-module business
purposes.

We also show you how to use FBO3—Display Document to look up
document information.
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ZCAJO—Cash Journal Report

Use this Cash Management report when you want to review cash
journal entries by posting date.

Key Points

Displays cash journal lines that match the selection criteria you
use.

Requires “Posting” date information (single values or ranges).

Allows you to create customized report layout(s) but does not
provide drill down functionality.

Allows you to use a default layout on the report selection
screen.

Understand Report Selections

ZCAJO, like most AASIS reports, is designed to meet a variety of
reporting needs, offering several report selections to accommodate this
flexible design.

The more report selections you enter, the narrower your report results
are. To broaden report results, use fewer report selections.

While we provide basic definitions for all of the available selections in
this section, we restrict our step by step illustrations to the following
reporting scenarios:

1.

3.

Create a customized layout and view weekly recei  pts and
deposits.

We create a report that displays total receipts and deposits for a
specified date range. Once the report runs, we customize and
save the new report layout and then view the reporting
information.

View weekly deposits.

We create a report that displays total deposits for a specified
date range.

View receipts using the “Reference” field.

Our illustrations are not exhaustive. We strongly encourage you to use
our examples to continue learning more about how this, and other
reports, can help you perform your job duties more effectively.

173

Notes(//é
/A



Chapter 7: Revenue & Customer Receipting
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Report Selections: Field Definitions

Menu  Edit  Eaworit Extras

1. Type “"ZCAJO"” in the Transaction Command field.

2. <Enter> g

The Cash Journal Report screen appears. Use this screen to define
the reporting criteria you want to use.

Cash Journal Report

P G

Document selection
Cash journal number @ to
Business Area o
Business trans. type to
Bus. tfransac. number fo
Cash journ.doc.stat. to
Posting Date 4 to ﬁ
GIL Account fo ﬁ
Posted amount fo
Refarance to
Order fo
Cost Center fo
Fund fo
Funds Center fo ﬁ
Functional Area fo ﬁ
Customer fo
Assignment to
Receipt recipient to
Document Date fo
Internal cash journal doc.no to
Text for iterm fo ﬁ
User name fo ﬁ

Output specification
Layout.

About the Cash Journal Report Selections

Document selection—use this section to define reporting parameters.

= Cash journal number —this required field restricts the report
based on the specified cash journal or journals.

= Business Area —this optional field restricts the report based on
transactions posted to a specific business area(s).
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Cash Journal Report

@ &
Docurnent selection
Cash journal nurmbser [@ to
siness Area to
‘Yness trans. type tn =3
Bus. transac. nurnber to =
Cash journ.doc.stat, to =
Posting Date 4 to
GIL Azcount to
Posted amount to =3
Refarence to =
Qrder to
Cost Center to
Fund to =3
Funds Center 1o [ ]
Functional Area to
Custormer to
Assignment tn =3
Receipt recipient to =
Document Date to E
Internal cash journal doc.no to
Text far item to =3
User name to E

Layout.

Qutput specification

Business trans. type— this optional field restricts the report
based on the business transaction type(s) used in the specified
cash journal(s). The State uses three business transaction

types:

B—Payment to bank account (Cash Payments Tab
entries for deposit of funds)

R—Revenue receipts (Cash Receipts Tab)
D—Customer payments (Cash Receipts Tab)

Bus. transac. number —this optional field restricts the report
based on the business transaction number assignment.

Cash journ.doc.stat. —this optional field restricts the report
based on the document status. Available selection options for
this field are:

P—Successfully posted

S—Successfully saved

D—Document was deleted

C—Document was copied

R—Document has been reversed
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Cash Journal Report
@ &
Docurnent selection
Cash journal nurmbser [@ to
Business Area to
Business trans. type to =3
s, transac. number to [ ]
jaurn. doc. stat o | =]
Posting Date 4 to
GIL Account to
Posted amount to =
Reference to [ ]
Order to
Cost Center to
Fund to =
Funds Center to =
Functional Area to
Customer to
Assignment tn =3
Receipt recipient to =
Document Date to B
Internal cash journal doc.no to
Text for itermn to =
User name to E
Qutput specification
Layout.

Posting Date— this required field restricts the report based on
the date in the “Posting date” field in the cash journal.

G/L Account —this optional field restricts the report based on
the GL accounts used on the defined posting date(s).

Posted amount —this optional field restricts the report based on
receipt amounts for the defined posting date(s).

Reference —this optional field restricts the report based on the
entries made in the “Reference” field for the defined posting
date(s). This field must be an exact match and is case sensitive.

Order—this optional field restricts the report based on the
internal order entries in the cash journal for the defined posting
date(s).

Cost Center— this optional field restricts the report based on
the cost center entries in the cash journal for the defined posting
date(s).

Fund—this optional field restricts the report based on the fund
derivations or entries in the cash journal for the defined posting
date(s).
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Cash Journal Report
@ &
Document selection
Cash journal nurber (@ o
Business Area to
Business trans. type to o
Bus. transac. numkber to =
Cash journ.doc. stat o | =]
Posting Date 4 to H
GIL Account to
Posted amount to L]
Reference to =
Order to H
0st Center to
to L]
Funds Center to =
Functional Area to
Customer to
Assignment to o
Receipt recipient to =
Document Drate to =
Internal cash journal doc.no to
Tesxt for iterm to =]
Liser name to E
Qutput specification
Layout.

Funds Center— this optional field restricts the report based on
the funds center derivations in the cash journal for the defined
posting date(s).

Functional Area— this optional field restricts the report based
on the functional area derivations in the cash journal for the
defined posting date(s).

Customer— this optional field restricts the report based on the
customer account entries in the cash journal for the defined
posting date(s).

Assignment— this optional field restricts the report based on
the invoice document number entered in the cash journal for the
defined posting date(s).

Receipt recipient —this optional field restricts the report based
on the name entered in the cash journal for the defined posting
date(s). The name must be exact unless you use wild cards (*)
and is case sensitive.

Document Date — this optional field restricts the report based
on the date in the cash journal “Document date” field.
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= Internal cash journal doc.no —this optional field restricts the
report based on the document number AASIS assigns to cash
journal lines entered on the defined posting date(s).

Cash Journal Report
® &
Document selection
Cash journal number @ to =
Business Area to =
Business trans. type to =
Bus. transac. number to E
Cash journ.doc.stat. to o
Posting Date 4 to =
GIL Account to =
Posted amount to H
Reference to
order to L]
Cost Center to =
Fund to
Funds Center to
Functional Area to =]
Custamer to =
Assignment o E
Receipt recipient to
ocurent Date to =]
‘rnal cash journal doc.no to =
Text for item to =
Username to
Output specification
Layout,

=  Text—this optional field restricts the report based on the text
entries in the cash journal for the defined posting date(s). The
text must be exact unless you use wild cards (*) and is case
sensitive.

= User name —this optional field restricts the report based on the
user name in the cash journal documents for the defined posting
date(s).

Output specification—use this section to define a custom report layout
as the layout default.

= Layout —this optional field defines a customized layout as the
report default. This means that every time you run the report,
AASIS uses the defined layout as the default.
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CAJO: Make Report Selections

Starting on the ZCAJO selection screen, we want to create a report that
displays total receipts and deposits for a specified date range. To
accomplish this, we use the following report selections:

= Cash journal number

= Cash journ.doc.stat. [Cash journal document status]

= Posting date

&

Cash Journal Report

&ment selection

Cash journal number
Business Area
Business trans. type
Bus. transac. numhber
Cash journ.doc.stat.
Fosting Date

GIL Account

Posted amount
Reference

Order

Cost Center

Fund

Funds Center
Functional Area
Customer
Assignment

Receipt recipient
Dacurment Date

Text for item

User name

Internal cash journal doc.no

5193@ to

to

to

to
P to 5
08420407 to 08424707

eleleleelelelelelelelelelelelelelo[e]o]s]

10. Cash journal number (Required): <####>.
Our illustration uses <6103>.

This selection defines the cash journal that AASIS references to create

the report.

11. Cash journ.doc stat. (Optional): <P> to <S>

This selection restricts the report to posted, reversed and saved entries.

If you do not restrict the report using field definitions here, AASIS
displays deleted entries. Deleted entries affect the accuracy of the

reporting balance.

12. Posting Date (Required): <##/##/##>.
Our illustration uses the date range <08/20/07> to <08/24/07>.

13. <Execute>

&
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AASIS reads Cash Journal “6103” and displays all posted and saved

entries made during the specified date range on the Cash Receipts and

Cash Payments Tabs.

The system default for this report layout displays all of the Cash Journal
fields. We recommend you customize this report layout to fit your

specific preferences and show you how to do this next.
ZCAJO: Customize the Report Layout

You can use the following steps to customize layouts in most reports.

Cash Journal Report
GATFF BH A BTET D it |
Cash Journal Report
TLLANGSTON 08/28/2007 16:23:43
Co... |Receipt recipient Reference Posting Date|Doc. Date  [Assignment il Account [Customer  [Name 1
|~= 08/20/2007 |06/2002007 1100001002
ARK 08/20/2007 _|08/202007 1100001002
ARK 08/20/2007 |08/2002007 1100001002
ERK | Jim duality Inc 14780 08/20/2007 |De/z06007 4043004000
ARK [Florence Night 3214 [08/20/2007 087202007 4041025000
ARK_|Phillip Harrisan 6879 08/20/2007 |06/2002007 4041012000
ARK |David Grapper 7431 0872012007 |08/2072007 4041025000
ARK 08/21/2007 |08/2142007 1100001002
ARK |Capy Systems 13487 0872172007 |D6/ziaz007 4044001000
ARK [Paul Fredricks 2145 082172007 |D8/21i2007 4041012000
ARK 08/22/2007 |06/2202007 1100001002
ARK 08/22/2007_|0@/2202007 1100001002
ARKK | Margaret Kissinger 2147 08/22/2007 |08/22¢2007 4042001000
ERK [WIE 3145 /722007 |De/z20z007 4050004000
ARK [08/23/2007 [D8/23i2007 1100001002
ARK 08/23/2007 | 0612312007 1100001002
ARK [Judy Smith 2145 08/23/2007_|08/23r2007 4041043000
ARK |Brenda Parrish 3214 08/23/2007 |08/2362007 4050003000
ERIK 08/24/2007 |Derzdrngy 1100001003
ARK |08/2472007 |D8/24i2007 1100001002
ARK |Patritia Rodman 2145 08/24/2007 |06/2412007 4041028000
ARK |Paul Ragallini 2147 08/24/2007_|0@/2412007 4047023000
ARI |Larry Stickler 3214 08/24/2007 |08/24¢2007 4041004000
0L

1. <Change Layout>

The Change Layout window appears. Use this window to remove (hide)
fields.

fields
—

Currently
displayed

Change layout

Columns | SortOrder | Filtey

EH

Arranges order of
column display

i}

Jolumns

Column

Removes

\‘ Calumn Mame

Column Ma

Company Code

Receipt recipient
Reference
Posting Date
Document Date
Assignment

GIL Account
Customer
Mame 1

Internal cash journal doc.no,

gl

K ] o I £ Y

/‘ displayed field/s

i Adds hidden fie

Id/s

o« d %
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Hide Fields
For illustration purposes we want to hide the following fields:

Company Code

Assignment

Customer

Name 1

Cash Journal Internal Document Number
Funds Center

Functional Area

User Name

Order

Text for Item

Business Transaction Number
WBS Element

Additional Text 1

Additional Text 2

Type

Clearing Document

Columns | SortOrder | Filter | view | Display |
8]~ v[2[¥]
Columns Column set
Column MName Column Mame
Company Code [«]

Receipt recipient

Reference

FPosting Date

Document Date

Assignment

GIL Account

Customer

Mame 1 E|

Internal cash journal doc.na. E|
d ®

2. Hold the “Control Key” and click the above

The control key allows you to make multiple, non-sequential selections

selections. (Use the scroll bar to view entire list.)

in the list.

3. <Hide selected fields> m
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The selected fields move to the Hidden Column Set.

Columns | SotOrder | Filter | View | Display |

(B [+]v[2]¥]

GIL Account
Business trans. type
Business Area

| I3 I | £1 Y

Columns Column set
Calumn Marme Calumn Mame
Receipt recipient Company Code
Reference Assignment
Pasting Date Custamer
Document Date Mame 1

Internal cash journal doc.no.
Funds Center
Functional Area

[ I I | £1| Y

Fund Cash journ.doc.stat.
Cost Center Jser name
Met armount Addit text 1

v H x

4, <Enter>.

The report layout now displays only the fields we want to see.

Cash Journal Report
Fa?¥ 3% A 60EET 00 B B
Cash Journal Report
TLLANGSTON  08/28/2007 17:07:07
Receipt tecipient Reference |Posting Date |Doc..Date GIL Account |(Type |BusA | Fund CostCenter |2 Metamount CJ ... [Fl Doc MNbr
I 08/20/2007 |0&2072007 (1100001002 (B 0610 |KBHTIOD 100.00-|6102 | 12000096
08/20/2007 |08/20/2007 |1100001002 |B 0610 |HECE101 1560.00-|6103 (13000087
08/20/2007 |08/2072007 (1100001002 (B 0610 |FFEO101 350.00-|6103 13000098
Jim GQuality Inc 14789 08/20/2007 |0@20/2007 4043004000 (R 0610 |FFEO101 3833n 350.00 |6103 13000094
Flarence Might 3214 08/20/2007 |08/20/2007 4041025000 (R 0610 |HECA101 3832M 100.00 |6103 | 13000095
Phillip Harrisan 6879 08/20/2007 |D&20:2007 4041012000 (R 0610 |KBHTIOD 38331 100.00 |6103 13000092
David Grapper 7431 08/20/2007 |0@2072007 4041025000 (R 0610 |HSCE101 3832 50.00 |6103 13000093
08/21/2007 |08&21/2007 (1100001002 (B 0610 |HECA1 01 1,600.00-|6103 {13000101
Copy Systems 12487 08/21/2007 |08/21/2007 4044001000 |R 0610 |HSCE101 383201 1,200.00 |6103 (13000088
Paul Fredricks 2145 08/21/2007 |0@21/2007 4041012000 (R 0610 |HSCE101 3832 400.00 |6103 13000100
08/22/2007 |0@2272007 (1100001002 (B 0610 |FFEO101 B,000.00-|6103 [13000104
08/22/2007 |08/22/2007 (1100001002 |B 0610 |HECE101 2600.00-|6103 (13000105
Margaret Kissinger 2147 08/22/2007 |D®222007 4042001000 (R 0610 |HSCE101 3832 2,500.00 |6103 {13000103
WlC 32145 08/22/2007 |0@2272007 4050004000 (R 0610 |FFEO101 3833n 6,000.00 |&103 {13000102
08/23/2007 |08/23/2007 (1100001002 (B 0610 |HECA101 80.00-|6103 [13000108
08/23/2007 |08/23/2007 (1100001002 |B 0610 |FFBO101 2,000.00-|6103 (13000108
Judy Smith 2145 08/23/2007 |0@2372007 4041049000 (R 0610 |HSCE101 3832 80.00 |6103 [13000106
Brenda Parrish 3214 08/23/2007 |0@22007 4050003000 (R 0610 |FFEO101 3833 2,000.00 |6103 [13000107
08/24/2007 |08/24/2007 |1100001002 |B 0610 |HSCE101 175.00-|6103 (13000113
08/24/2007 |D82472007 1100001002 (B 0610 |FFEO101 500.00-|6103 13000114
Patricia Rodman 2145 08/24/2007 |0@24i2007 4041028000 (R 0610 |HSCE101 3832 100.00 |6103 13000111
Paul Ragallini 2147 08/24/2007 |08/24i2007 40470358000 (R 0610 |FFEO101 38331 500.00 |6103 13000112
Larry Stickler 3214 08/24/2007 |0&24i2007 4041004000 (R 0610 |HSCE101 3832 76.00 |6103 [13000110
- 0.00

Review the selections and determine the order in which you want to
arrange the report information.
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Change the Order of Column Display

For illustration purposes we use the following column arrangement:

5. <Change Layout> E2

Cash Journal Number

Business area

[Business Transaction] Type
GL Account
Receipt recipient

Reference

Net Amount

Cost Center

Fund

FI Doc Nbr [Number]
Posting Date

Document Date

Cash Journal Report
N aF T B A

-

< &l | |

Cash Journal Report

TLLANGSTON  08/28/2007 17.07:07
Receipt recipient Reference  |Posting Date |Doc..Date GIL Account |Type  |BusA|Fund Cost Center |2 Metamount|CJ . |Fl Doc Nbr
08/20/2007 |08/20/2007 1100001002 |B 0610 |KBHTIOD 100.00-|6103 [13000036
08/20/2007 | 02/20/2007 1100001002 |B 0610 |HSCE101 150.00-|6103 [12000097
08/20/2007 |0/2002007 1100001002 |B 0810 |FFBO101 350006103 [13000088
Jim Quality Inc 14788 08/20/2007 |08/20/2007 (4043004000 (R 0610 |FFBO101 38333 350.00 |6103 [13000034
Florence Might 3214 08/20/2007 | 0/2002007 (4041025000 |R 0610 |HSCE101 2|32m 100,00 |6103 [12000095
Phillip Harrison [1:F] 08/20/2007 | 0/2002007 (4041012000 |R 0610 |KBHTIOD 38338 100.00 |6103 (13000092
David Grapper 743 08/20/2007 |08/2002007 (4041025000 (R 0610 |HSCE101 3gazm 50.00 |B103 {13000093
08/21/2007 | 02/21/2007 1100001002 |B 0610 |HSCE101 1,600.00- 6103 {13000101
Copy Systemns 12487 0872172007 | 0/2172007 (4044001000 |R 0610 |HSCE101 3832M 1,200.00 6103 [13000099
Paul Fradricks 2145 08/21/2007 | 08/2172007 (4041012000 |R 0610 |HSCE101 3g3z2m 400.00 |6103 [13000100
08/22/2007 |0&/22/2007 1100001002 |B 0610 |FFBO101 6,000.00- 6103 [13000104
08/22/2007 | 02/2272007 1100001002 |B 0610 |HSCE101 2,500.00- 6103 [13000108
Margaret Kissinger 2147 08/22/2007 |08/22/2007 (4042001000 (R 0810 |HSCE101 3gazm 2,500.00 |B103 [13000103
WG 32145 08/22/2007 |08/2272007 (4050004000 (R 0610 |FFBO101 38333 6,000.00 6103 {13000102
08/22/2007 |0=/2372007 1100001002 |B 0810 |HSCE101 80.00-|6103 [12000108
08/23i2007 |08/23/2007 |1100001002 |B 0610 [FFBO101 2,000.00-{6103 {13000109
Judy Smith 2145 08/23/2007 |08/23r2007 (4041049000 (R 0610 |HSCE101 3gazm 80.00 6103 [13000106
Brenda Parrish 3214 08/22/2007 | 0/2372007 (4050002000 |R 0610 |FFBO101 333N 2,000.00 6103 [13000107
08/24/2007  |0/24/2007 1100001002 |B 0610 |HSCE101 175006103 [13000113
08/24/2007 |08/2452007 1100001002 |B 0610 |FFBO101 600.00-|6103 (13000114
Patricia Rodman 2145 08/24/2007 | 0/24/2007 (4041022000 |R 0610 |HSCE101 2|32m 100,00 6103 (12000111
Paul Ragollini 2147 08/24/2007 | 08/24/2007 (4047099000 |R 0610 |FFBO101 3833 500.00 |6103 (13000112
Larry Stickler a4 08/24/2007 |08/2452007 (4041004000 (R 0610 |HSCE101 3gazm 75.00 |B103 [13000110
. 0.00
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The Change Layout screen re-appears.

Columps | SotOrder | Filler | view | Display |

B [a]~2[¥

Columns Column set

Column Name Em =
Cash journal nurmber A pumn Ame

Business Area
Business trans. type
GiL Account
Receipt recipient
Reference

Met amount
Cost Centar
Fund

Fl Dac Mbr

Addit.text 2
Assignment

@ Bus. transac. numbhber
Cash jour. itern type

Cash journ.doc.stat.

Clearing Document

Campany Code

Customer
Functional Area

K13 o I €1/
K13 i I €1/

v [EH %

6. Select a column you want to move.
Our illustration uses <Cash journal number>.

2

7. <Selected rows to top>

Our illustration uses this icon because we know we want the
“Cash journal number” column as our first column.

8. Select the next column you want to move.

N

9. <Select row up one position>

10.Keep clicking this icon until the column is in the
position you want to place it.

11.Repeat steps 8-10 until all the columns are in the
order you want.

12. <Enter> v

The report layout displays the columns in the order you have arranged
them in.

We want to make one more change to this layout before we save it.
This time we want to sort the entries by the “Business Transaction
Type” field.

Doing this allows us to sort the data by receipts (“R” type) and deposits
(“B” type).
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Sort Columns

Because we want to arrange the receipt entries “R” before the deposit

entries “B”, we sort the “Type” field using descending order.

Cash Journal Report

&l & 3 H T e BeEE 5
#Sumn Descending Order (Ctrl+Smﬂ+F4)}

Cash rnal Report

TLLANG! 8/28/2007 17:24:44

CJ .. |BusA Type  GIL Account Receiptrecipient Reference |z Metamount Cost Center |Fund Fl Doc Mbr - |Posting Date |Doc. Date
6103|0610 |B 1100001002 100.00- KEBHTIOOD 13000096 |02/20/2007 (0872042007
6103|0610 |B 1100001002 150.00- HSCE101 13000097 |0/20/2007 (0872002007
6103|0610 |B 1100001002 35000 FFROTO01 132000098  |0/20/2007 (0872002007
6103|0610 |R 4043004000 |Jim Quality Inc 14789 350.00 | 383331 FFEO101 13000084 |08/20/2007 (08/20i2007
6103|0610 |R 4041025000 |Flarence MNight a4 100.00 |383201 HSCE101 13000095  |08/20/2007 (08/20i2007
6103|0610 (R 4041012000 |Phillip Harrison BB7Y 100.00 | 383381 KBHTIOO 13000082 08/20/2007 |08/2002007
G103 (0610 (R 4041025000 |David Grapper 7431 40.00 | 383201 HECE101 13000083 08/20/2007 |08/2002007
6103|0610 |B 1100001002 1,600.00- HSCE101 13000101 08/21/2007 |08/2152007
6103|0610 |R 4044001000 | Copy Systems 12487 1,200.00 | 383201 HSCE101 13000099 |0/21/2007  (08/21/2007
6103|0610 |R 4041012000 |Paul Fredricks 2144 400.00 | 283201 HECE101 12000100 |08/21/2007  (08/21/2007
6103|0610 |B 1100001002 6,000.00- FFROTO01 13000104 |0/22/2007 (087222007
6103|0610 |B 1100001002 2,500.00- HSCE101 13000105 |0/22/2007 (0872242007
6103 DE1D|E€ 4042001000 |Margaret Kissinger 2147 2,500.00 | 283201 HECE101 13000103 |0/22/2007 (087222007
6103|0610 |R 4050004000 |YWIC 32145 6,000.00 |383331 FFEO101 13000102  |08/22/2007 (0872242007
6103|0610 |B 1100001002 a0.00 HSCE101 13000108 |08/23/2007 (08/232007
6103|0610 (B 1100001002 2,000.00- FFBO101 13000109 08/23/2007 |08/23/2007
G103 (0610 (R 4041049000 |Judy Smith 2145 80.00 383201 HECE101 13000106 08/23/2007 |08/23/2007
6103|0610 |R 4030003000 |Brenda Parrish 3214 2,000.00 383331 FFBOT01 13000107 |0@/23/2007 (0872302007
6103|0610 |B 1100001002 175.00- HECE101 12000113 |02/24/2007 (087242007
6103|0610 |B 1100001002 400.00- FFEOT01 12000114 |0/24/2007 (087242007
6103|0610 |R 4041022000 |Patricia Rodman 2145 100.00 383201 HECE101 13000111 0872472007 |02/2452007
6103|0610 |R 4047099000 |Paul Ragollini 2147 400.00 383331 FFEOT01 13000112 |08/24/2007 (087242007
6103 Dﬁml;? 4041004000 |Larry Stickler 3214 75.00 383201 HECA101 13000110 |08/24/2007 (087242007

" 0.00

13.Click the “"Type” column header.

14.<Sort descending order> o

AASIS sorts the entries by receipts first and then deposits. Now that we
have the report layout the way we want it, we need to save it.

Cash Journal Report
Faer @ eIk el Eed @
Cash Journal Report

TLLANGSTON ~ 08/28/2007 17:25:36

CJ.. |Busa|Type 7| @il Account |Receipt recipient Reference = Metarmount Cost Center Fund FIDoc Nbr | Posting Date |Doc. Date
6..[=[0610|R 4043004000 |Jim Quality Inc 14769 350.00 383331 FFEO101 (13000034 |06/20/2007 [08/20/2007
5103|0610 4041025000 |Florence Night 3214 100.00 | 383201 HSCB101  |13000085 |0B/20/2007 |08/2002007
6103|0610 4041012000 |Phillip Harrison 6879 100.00 363381 KBHTIO0  [13000082 |06/20/2007 |08/20/2007
6103|0610 4041025000 | David Grapper 7431 40.00 383201 HSCE101 (13000083 |08/20/2007 |08/2012007
6103|0610 4044001000 | Copy Systerns 12487 1,200.00 |383201 HSCB101  |13000088 | 06/21/2007 |08/21/2007
§103|0610 4041012000 |Paul Fredricks 2145 400.00 383201 HSCE101 (13000100 |06/21/2007 |08/21/2007
6103|0610 4042001000 |Margaret Kissinger 2147 2,500.00 |383201 HSCE101 (13000103 |08/22/2007 |08/2202007
6103|0610 4050004000 [WIC 37145 6000.00 |383331 FFEO101  [13000102 |06/22/2007 |08/2202007
6103|0610 4041049000 |Judy Smith 2145 80.00 (383201 HSCE101 (13000106 |08/23/2007 |08/23/2007
6103|0610 4050003000 |Erenda Parrish 3714 2,000.00 |383331 FFEO101 (13000107 |08/23/2007 |08/2302007
6103|0610 4041026000 |Patricia Rodman 2145 100.00 383201 HSCB101 (13000111 |08/24/2007 |08/24/2007
6103|0610 4047093000 |Paul Ragollini 2147 500.00 383331 FFBO101 (13000112 |08/24/2007 |08/2412007
6103|0610 4041004000 |Larry Stickler 3714 75.00 | 383201 HSCBI01 (13000110 | 06/24/2007 |08/2412007
6103|0610 B 1100001002 100.00- KEHTIO0 (13000086 |06/20/2007 |08/20/2007
6103|0610 1100001002 150.00- HSCB101  [13000087 |06/20/2007 |08/2002007
6103|0610 1100001002 350.00- FFE0101  [13000088 |06/20/2007 |08/2012007
6103|0610 1100001002 1,600.00 HSCE101 (13000101 |08/21/2007 |08/21/2007
6103|0610 1100001002 600000 FFEO101 (13000104 |06/22/2007 |08/2202007
§103|0610 1100001002 2,500.00 HSCB101 (13000105 |06/22/2007 |08/22/2007
6103|0610 1100001002 80,00 HSCBI01 (13000108 | 0B/23/2007 |08/23(2007
6103|0610 1100001002 2,000.00- FFEO101 (13000108 |06/23/2007 |08/23/2007
5103|0610 | 1100001002 175.00 HSCE101 (13000113 |08/24/2007 |08/2412007
6103|0610 1100001002 500.00- FFEO101 (13000114 | 06/24/2007 |08/2412007

o 0.00

15.<Save layout> il
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The Save layout screen appears. Use the screen to name a customized
layout and to set it as a default (if applicable).

Saveas.. | Savewith |
Layout A|Layﬂ:|utthascriptiun Ciefault setting
L[]l (][]
Save layout CJ Report
Mame: Cash Journal Standard
[v] Userspecific Default setting
v X

16.Save layout field (Required): <12 character
limit>.
Our illustration uses <CJ Report>.

Be sure to use a name that helps you identify the reporting function for
which you have created the layout.

17.Save layout field (Required): <12 character limit>.

Our illustration uses <Cash Journal Standard>.
Use this field to add additional identifying information.
18.User-specific selection: This is a standard default.

You can set this layout as your default. This means AASIS
automatically uses this layout every time you run this report.

19.Select "Default setting.”

20.<Enter>.
A system message appears, confirming AASIS saved the layout.

(& Layout saved

icon to select other custom layouts.

Use the “Select layout”
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ZCAJO: View Report Information: Receipts & Deposits

Now that we have our preferred layout saved, let’'s look more closely at
the reporting information (total receipt and deposit entries).

To accomplish this, we used the following selection criteria:

1. Cash journal number (required)

2. Cash journal document status (recommend for standard
reporting uses)

3. Posting date range for one week (required)

After making changes to the system default layout, we can easily view
the information we wanted to see.

The lines containing the details information are the revenue receipts
entered during the specified date range. You can identify this by the
“Type” or “G/L Account” fields.

The lines containing fewer entries are the corresponding deposit entries
for the specified date range. As with the receipt entries, you can identify
this by the “Type” or “G/L Account” fields.

All of the lines provide the financial document number for the entry.

Cash Journal Report
& e ¥ = a

A E N S TS |

Cash Journal Report

TLLANGSTON  08/28/2007 15:22:37

o3

Note%
[

Cd .. | Bush| Type T|GIL Account |Receipt recipiant Reference  |E Metamount| Cost Center |Fund FI Doc Nbr |Posting Date |Doc..Date
6..|F| 0610 |R 4043004000 [Jim Quality Inc 14789 350.00 |3833N FFBEO101 13000094 08/2002007 (082002007
6103|0610 4041025000 |Florence Might 3214 100.00 | 383201 HECE101 13000085 08/20/2007 (082002007
6103|0610 4041012000 |Phillip Harrison BBTY 100.00 |383381 KBHTIOO 13000092 08/20/2007  (08f2002007
6103|0610 4041025000 (David Grapper 741 50.00 (383201 HECB101 13000093 08/2002007 (08200200
6103|0610 4044001000 |Copy Systems 12487 1,200.00 | 383201 HECE101 13000059 08/21/2007 (08210200
6103|0610 4041012000 |Paul Fredricks 2145 400.00 | 383201 HECE101 13000100 08/2112007 (082152007
6103|0610 4042001000 [Margaret Kissinger 2147 2,500.00 |3832M HECE101 13000103 08/2202007  (08/2202007
6103|0610 4050004000 (WG 32145 B,000.00 |383331 FFBO101 13000102 08/22/2007 (0872202007
6103|0610 4041043000 [Judy Smith 2145 80.00 (383201 HECE101 13000108 08/2312007 (082352007
6103|0610 4050003000 (Brenda Parrish 3214 2,000.00 383331 FFBEO101 13000107 08/23/2007  |(08/2372007
6103|0610 4041028000 |Patricia Rodman 2145 100.00 | 383201 HECB101 13000111 08/2412007 (082452007

Receipt Entries

6103|0610 1100001002 350.00- FFBO101 13000098 |08/20i2007 |0B/20/2007
6103|0610 1100001002 1,600.00- HE5CE101 13000101 0872102007  |08i21i2007
6103|0610 1100001002 B,000.00- FFBO101 13000104 |0&/2242007 0812212007
6103|0610 1100001002 2,4500.00- H5CH101 13000105 |08/2242007 (0812212007
6103|0610 1100001002 80.00-
6103|0610 1100001002 2,000.00
6103|0610 1100001002 1745.00 CaSh ‘Journal
6103|0610 1100001002 500.0 Balance

. 0.00

Notice the zero balance at the bottom of the report. This means the
Cash Journal is in balance for the specified date range. If you see a
balance, this could mean you did not restrict the report using the “Cash
journal document status” selection OR it indicates an incomplete
business process for the reporting period.

187

6103|0610 4047099000 |Paul Ragollini 2147 500.00 {38334 FFBO101 13000112 |0&/24/2007 |08/24/2007
6103 0610 4041004000 LarﬁSt\cKIEr 3214 7600 383201 HSCE101 13000110 |02/24/2007 108/24/2007 DepOS|t Entrles
61030610 (B 1100001002 100.00- KBHTIOD 13000096 |08/20i2007 (0872012007
6103|0610 1100001002 160.00- HE5CE101 13000097 |0&/2002007 087200200
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ZCAJO: Weekly Deposits

Starting on the ZCAJO selection screen, we show you another way to
use this report.

We want to create a report that displays total deposits for a specified
date range. To accomplish this, we use the following report selections:

= Cash journal number

= Business trans.type [business transaction type]

= Cash journ.doc.stat. [Cash journal document status]
= Posting date

Please keep in mind, our illustrations in this manual do not by any
means show you all of the possible combinations you can use to obtain
reporting information with this report.

Cash Journal Report
@

Document selection

Cash journal number G103 to

Business Area 1o

Business trans. type B to

Bus. transac. number to

Cash journ.doc.stat. P ta 5

Posting Date B3f200 2007 to pa/24/2007

1. Cash journal number field (Required): <####>.
Our illustration uses <6103>.

2. Business trans. type field (Optional): <*>.
Our illustration uses <B>.

This selection restricts the report to entries made on the Cash
Payments Tab.

3. Cash journ.doc stat. field (Optional): <P> to <S>.
4. Posting Date field (Required): <##/##/##>.
Our illustration uses the date range <08/20/07> to <08/24/07>.

5. <Execute> @ .
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Using our customized default layout, the report displays.

Cash Journal Report
CIEERAEEE

T EH T EHEE |

Cash Journal Report

TLLANGSTON  08/29/2007 16:58:11

CJ ... |Bush| .. aGILAccount Receipt recipient |Reference | Met amount| Cost Ctr |Fund Fl Doc Wbr  |Posting Date |Doc. Date
6. 0610 (B [1100001002 100.00 KBHTIOOD 13000096 (02002007 |08/20/2007
6103|0610 1100001002 150.00 HSCE101 13000087 (082002007 |08/20/2007
6103|0610 1100001002 350.00 FFBO101 13000088  |0&/2002007 |08/20/2007
6103|0610 1100001002 1,600.00 HSCE101 13000101 (082142007 |08/21/2007
6103|0610 1100001002 6,000.00 FFBO101 13000104 (08222007 |08/22/2007
6103|0610 1100001002 2,500.00 HSCE101 13000105 (08222007 |08/22/2007
6103|0610 1100001002 80.00 HSCE101 13000108  |0&23/2007 |08/23/2007
6103|0610 1100001002 2,000.00 FFBO101 13000108  |0&23/2007 |08/23/2007
6103|0610 1100001002 175.00 HSCE101 13000113 |0824/2007 |08/24/2007
6103|0610 1100001002 FFBO101 13000114 (08242007 |08/24/2007

( = 1345500 )

Notice that this time the report displays a closing credit balance. This
happened because we have restricted the report to the entries made on
the Cash Payments Tab for the specified date range.
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ZCAJO: View Receipts Using the Reference Field

Let’'s say you need to find a receipt for a specific check number. You
can use ZCAJO to find it.

This time we want to use these report selections.

4.

5.

1. Cash journal number

2. Cash journ.doc.stat.

3. Posting Date

4. Reference (must match exactly)

Cash Journal Report

@

Docurment selection
Cash journal number 6103 to
Business Area 1o
Business trans. type to
Bus. transac. number to
Cash journ.doc.stat. P o 5
Fasting Date Qe 2alz2ear to Q8s 2402007
GIL Account ta
FPosted amount to
Refarence 3214 to
Order jue

Cash journal number (Required): <####>.
Our illustration uses <6103>.

Cash journ.doc.stat. (Optional): <P> to <S>.
Posting Date (Required): <##/##/##>.

Our illustration uses the date range <08/20/07> to <08/24/07>.

Reference (Required): <3214>.

<Execute> @

AASIS displays all matches to the report selections.

Cash Journal Report
@ avTE o e BshyT el EHEdE |

Cash Journal Report

TLLANGSTON  08/29/2007 17:21:32

CJ ... |BusA|Type ;GILAccuunl Receiptrecipient |Reference|z  Metamount| Cost Center |Fund Fl Doc Mbr  |Posting Date |Doc..Date

6. |rj 0610 | R 4041025000 Flarence Might 3214 100.00 |383201 HSCET01 13000095 08/20i2007 |08f20/2007

6103|0610 4050003000 |Brenda Parrish 3214 2,000.00 (383331 FFEO101 13000107 08/232007 | 08f2372007

5103|0610 4041004000 |Larry Stickler 3214 76.00 (383201 HSCET 01 13000110 08/24i2007 |08/24/2007
2,175.00
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ZFIN: View Revenue and EFT Deposits by Document Type

ZFIN: GL Report with Customer Data provides a simple way to view
revenue and EFT receipts and/or cash deposits by document type.

In this section we show you how to use ZFIN to view both revenue
receipts and then cash deposits.

Key Points

= Uses the Bad Debt Expense account (5900008000) as a default
selection.

= Displays posting information by all available report fields.

= Allows you to create customized report layout(s) but does not
provide drill down functionality.

In our illustrations, we use a customized report layout (see previous
section for detailed instructions on creating a customized layout).

Here’s an overview of what we did to the report layout we show you.

1. We used selection criteria:

a.
b.
C.
d.

Posting Date

Business Area

Document Type (single values)
Fiscal Year

2. We changed the layout to restrict the display to these fields:

a.

= Q

I.
j.

-~ ® o0 T

[GL] Account
Business Area
Fund

Document Number
Document Type
Amount
Reference

Text

Posting Date
Clearing Date

3. We then sorted the layout by document number first, then GL
account.
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ZFIN: Make Report Selections

Menu  Edit Fawvorites Extras

&z | ZFIN

(i

1. Type “"ZFIN” in the Transaction Command field.

2. <Enter> g

The GL Report With Customer Data screen appears. Use this screen to
define the reporting criteria you want to use.

GL REPORT WITH CUSTOMER DATA
® &

GL REFORTWITH CUSTOMER DATA

Account number jaeLefalofe e o] to
Posting Date to
Business Area to
Fund to
Daocument Type to
Fiscal Year to
Document Number to

Notice that the “Account number” field defaults with the Bad Debt
Expense account number.

GL REPORT WITH CUSTOMER DATA
® &

GL REPORT WITH CLUSTOMER DATA

Account number ]
Fosting Date Qg ravizoary to
Business Area ayie to
Fund ]
Document Type to
Fiscal Year to
Document Mumber ]

3. Account number field: Delete Bad Debt Expense
account number.

4. Posting Date field (Required): <##/##/###H#>.
Ouir illustration uses one date <08/27/2007>.

5. Business Area field (Optional): <####>.
Ouirr illustration uses one date <0710>.

192

Notes(//é
/A



' Chapter 7: Receipting Revenue
Reporting & Research Tools

GL REPORT WITH CUSTOMER DATA
@ &

GL REFORT WITH CUSTOMER DATA

Account number

Fosting Date Qe 2vrzaay
Business Area ar1a

Fund

Document Type

Fiscal Year

Document Mumber

to
]
]
to
]
]
to

lolelelelelelel

6. Document Type field (Optional): <Multiple

selection> .

Our illustration uses the multiple selection icon because we want
to run this report using 2 non-sequential document types.

The Multiple Selection for Document Type screen appears. Use this

screen to define non-sequential single or multiple range values, or to

exclude information for single or multiple values.

i
70()
| ﬂ
(4]
L (=]

Ko D]

O ¢ @ EE T Multiple selection.. B [ %

7. Single Vals field (Optional): <**>,

Our illustration uses <ZD> and <ZJ>.

These are the document types for cash journal and EFT entries. Note —
if you also receipt customer payments, include DZ in the document type
selections above. The document types also define the account

information which appears in the report.

8. <Execute> @

AASIS displays the first entry on the report selection screen and stores

the remaining entries in the background.
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If the “Multiple Selection” icon displays a green light, this tells you
additional reporting selections are stored in the background.

@ &

GL REPORT WITH CUSTOMER DATA

GL REPORT WITH CUSTOMER DATA

Fund

Fiscal Year

Account number
Posting Date
Business Area

Document Type

Ciocument Mumber

[ar27d
a710

Z0
2008

2607

9. Fiscal Year field (Recommended): <#### >.
Using the fiscal year helps the report run more efficiently.

10.<Execute>

@

Using all available report fields, the ZFIN reporting screen displays the
receipting information. In the picture below, we have customized the

report layout.

In this layout, use the “Account” field to identify cash deposit information
from revenue receipt information.

The first part of the report displays EFT (ZD document) revenue receipt
and deposit information.

GL Report With Customer Data
FNaATTF B 4 8ITHT®0Hm

L= |

GL Report With Customer Data

ACCOUNT 2/BUS AREA[FUND | DOGC NUMBER|DOG TYPE“ = AMOUNT|REFERENCE|TEXT FOSTING DATE| CLEARING DOC]
1100001004 0710 | FWFG900 0014146717 |20 16,300.00 |V184P VIB4P-CCDFO7  |07/27/2007  |D037348438

0710 PWO7700|0014146717 7,457 00 |V164P VTB4P-WP 0777007 007346485

0710 PWDR100| 00141 46717 106,666,001 V1 64F VIBAP-MP 077772007 (0037346487

0710 PWDBB00| 0014146717 953,745.00 | 164P 14P-WP 07/27/2007 (0037346488

0710 | PWEBDD0| 0014146718 EEFeYra T VLT VLT TP L IE LI T L M Y EL LY YT

0710 PWEBDOD| 0014146713 39 . .

0710 PWEGDOD 00714146719 1.0 EFT DepOS|tS — CaSh I|neS

0710 PWEBOOD| 0014146717 16,8

0710 PWES100|0014146717 528,043.00 |1 64F 184P-AADT 0712772007 |0037348498

0710 PWES100| 0014146717 155,058,001 |1 64F VTB4P-FCOT 07727007 0037346498

0710 PWES300| 0014146717 27,063 00 |V 64P VIBAP-CCDFOT 0772772007 0037346487

0710 PWES300|0014146717 969.00 |V184P VIB4P-CCDFO7  |07/27/2007  |D037348497

710 PWP1000|0014146714 300 |UB78 UBTE-H126A0T0004 |07/27/2007 | 0037346478

0710 PWP1500|0014146719 4.00 [Ue78 UG78-H126A070004 |07/27/2007 | 0037346478

0710 PWP2500(0014146718 5,686.00 |K9500 K9506 07/27/2007 (0037346408

0710 PWPZA00| 0014146717 6,733.00 V1 64P VIB4P-IL07 0772772007 (0037346484

0710 PWP4500(0014146713 76.00 |Ua78 UG78-H126A070004 |07/27/2007 | 0037346480

0710 PWPA000 (0014146713 54,00 |UBT8 UBTE-H126ADT0004 |07/27/2007 | 0037346481

0710 PWRBADD| 0014146710 1,806.00 U678 UBT8-H126A0T0004 |07/27/2007 | 0037346483

QL0 ol 2 T F2-2Eab IO Ao/ TAROT Y+ T2 i I
4023018000710 | SWTO000 | 0014146767 125.00-|015 0702772007
4050004000 0710 FWWFBA00 | 00141 46717 106,836 00 |V1 64F VIBAP-CODFOT | 0712772007

0710 FWFG900 0014146717 12,324.00-|V184P VIB4P-CCDFO7 | 0712772007

0710 FWFGAOD | 0014146717 £.300 0 (VI R4P 164P-CODFO7 077277300

0710 PWD7700|0014146717 = . .

0710 PDS108 0o1 146717 K EFT Deposits — Revenue lines

0710 PWDBAD0| 00141 46717 g

0710 PWEBDO0D|0014146713 3.93200UB78 16751 26A07 0004 0712772007

0710 PWERBAOD| 0014146714 8,336.00-| U670 UBT8-H126A0T0004 | 071272007

0710 PWERNDD| 0014146719 1,000.00-| U678 UB78-H1B7ADBO00G 072772007

0710 PWEBDOD| 0014146717 16,924.00-|V184P V1B4P-MP 0702772007

0710 PWES100| 0014146717 528,048 00+ |1 64F VTBAP-RADT 777007

0710 PWES100|0014146717 455,068.00-|V164F 1B4P-FCO7 0702772007

0710 PWES300 (0014146717 969.00-|V164P VIB4P-CCDFO7 0712772007

0710 PWESA00| 0014146717 27,063 00+ V1 64P VIB4P-CODFOT | 0712772007

0710 PWP1000|0014146713 300 |Ue7s UG78-H126A070004 |07/27/2007

0710 PWP1500(0014146713 10| UB78 UBT8-H136ADT0004 |07/27/2007
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The second part of the report (use scroll bar) displays cash journal (ZJ
document) revenue receipt and deposit information.

GL Report With Customer Data
g AT B%H|E EEH T W0 EEE B
GL Report With Customer Data
ACCOUNT Z[BUS AREA[FUND  [DOC NUMBER|DOC TYPE*z  AMOU CaSh ‘Journal - CaSh Payments tab
1100001002|0710 MDAO100 |0013611481 |Z) 5,852.0) ( it h )
0710 MHS0100 (0013611482 120,385.0] Deblt |Ines
0710 MRPO100 (0013611483 388,128 07T mnn o H7BE
0710 MNHE0403 (0013611484 3,471.76 0712772007 0037357864
0710 PYWDBEDO (0013611485 6,435.14 0712772007 0037357865
0710 PWEBDOO [D013611486 A,076.95 0712772007 0037357866
0710 PWES100 {D013611357 53.33 0712772007 0037353105
0710 PVWF1000 0013611487 27.01 07/27/2007  |0037367867
0710 PYWF1500 | 0013611488 10.64 07/27/2007  |0037367880
0710 PYWP2500 | 0013611489 275.00 07/27/2007  |0037357679
0710 PYWP2500 | 0013611360 2,130.00 07/27/2007  |0037353102
0710 PVWP3500 | 0013611490 13,371.32 07/27/2007  |0037357678
0710 PWP4000 | 0013611491 1,240.60 07/27/2007  |0037357677
0710 PWP4500 | 0013611492 24,129.14 07/27/2007  |0037357676
0710 PP 4500 0013611358 4,920.43 07/27/2007  |0037353104
0710 PWP5000 | 0013611483 537.07 07/27/2007  |0037357875
0710 PYWF&500 (0013611484 24 691.95 0712772007 0037357874
0710 PWRY500 (0013611485 28.03 0712772007 0037357873
0710 TLTO100 (0013611496 7,500.00 0712772007 0037357872
0710 TLTO100 (0013611359 750.00 0712772007 0037353103
0710 TMF'EIEEII] 0013611497 Ff 482.71 0712772007 0037357871
4041047000/0710 TMPO300 (0013611446 23,433.27-|50872 0712772007
0710 TMFO300 0012671448 13,182.96 20131 0712712007
0710 TMFO300 0012611447 20,866.48 26013 07127/2007
4042002000 0710 TLTO100 |0013611384 7,500.00- 4002432 07127/2007
0710 TLTO100 |0013611348 750.00-| 24027 07127/2007
4046001000 |0710 PYWP4500 | 0013611403 1F 4
0710 PYWP4500 | 0013611393 1 H
G0 (Pvirde0a fooTs 11108 | Cash Journal — Cash Rec eipts tab
0710 PP 4500 0013611397 1 ( A H )
0710 PP 4500 0013611399 1 Credlt ||neS
o710 FiP4500 | 0013611411 ik ringEs ) T7IZ77200
0710 PWWF4500 0013611409 150.00-| 76824 0712772007
0710 PWFP4500 (0013611407 150.00-|65008 0712772007
0710 PWWF4500 0013611355 150.00-|65985 0712772007
0710 PWWFP4500 0013611351 150.00-|37418 0712772007
0710 PWFP4500 (0013611353 150.00-|693533 0712772007
0710 PVWF 4500 0013611387 620.00-| 786395 0712712007
4050001000(0710 PWDBEDD | 00713622449 134,643.6% (3701 08/27/2007
0710 PWP3500 | 00713622511 15,163.75-| 000211024 08/27/2007
0710 PWP3500 | 00136225610 4545 07| 03AV-00841 65 08/27/2007
0710 PWP4000 | 00713622450 48,869.58-[3701 08/27/2007
4050003000(0710 PWP3500 | 0013622512 3,466.00-| 08IN-0081 689 08/27/2007
o710 PY¥WF 3600 | 0013622508 41.31-|F502152382 0872772007
6092000000(0710 PWES100 | 0013622508 3000245770 08/27/2007
6200004000(0710 PWDBE00 | 0013622514 111,509.99-| 4078045 08/27/2007
] 0.00

Since this report displays both the debit to cash and credit to revenue

for both document types, the balance displayed is zero.

Let’s say you want to view more information on one of the documents
listed in this report. Unfortunately, this report does not provide drill down

functionality.

However, you can use transaction FBO3—Display Document to view

the information. All you need is the document number.

We show you how next.
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FB0O3—Display Document
Use this transaction to find and/or view posted documents.

Key Points

= Provides a consistent means for accessing document details
when a report can't.

= Provides diverse selection options, including:
* Viewing a single document
* Viewing documents you posted

* Viewing a list of documents related to the same
criteria

View Single Document

Menu  Edit Fawvorites Exfras

&z | FEO3 4

1. Type “"FB03"” in the Transaction Command field.

2. <Enter> g

The Display Document: Initial Screen appears, displaying the last
document viewed.

Document  Edit Goto Yiew  Systern Help

) VY

Display Document: Initial Screen

Document list |4 Firstitern | g2 Editing options

keys for Financial Accounting

Diacurment Mumber 18261893
Campany Code ARE
Fiscal Year 20087
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Beginning on the Display Document: Initial Screen, follow these steps
to view a single document.

Note: For this illustration, you must know the document number you
wish to view.

Document  Edit  Goto

Display Document: Initial Screen

Documentlist | |4 Firstitem | 4@ Editing options

s for Financial Accounting

Document Mumber 14149030
Company Code ARE
Fiscal Year 2008

3. Document Number field (Required):.<##H#HHEHH#>,
Ouir illustration uses <14149080>.

4. Company Code field(Required): <ARK>.

5. <Enter> o

The Display Document: Overview screen appears, displaying document
header information and line item information based on the document
layout.

Use this screen to review defined document fields or to drill down and
review more document detail.

@2 Display Document: Overvie
& @ 3 AY Display currency 1
{Docurment hurnber; 14143050 Company Code  ARK Fiscal Year 2008
Docurment Date [8¢27/ 2007 Posting Date B8/27/2007  Period 2
Reference YW1G4P Cross-CC no.
currency usDh Texts exist
ElBERERERIERERIE R ERE R
Item|PK.  |Account Description BusA | Cost Gty Funds Ctr Fund Cmmt item Amount| Tx
" 1140 1100001004 |Treasury EFT In ar1n FwFE900 |100:00:00 T8121.00
2140 4050004000 |Fed Grants/Reimburse |0710  [417646|320 FWFE900 (402:00:04 78,121.00
3|40 1100001004 |Treasury EFT In ar1n FwFE900 |100:00:00 16,539.00
4150 4050004000 |Fed Grants/Reimburse |0710  [417753|320 FWFE900 (402:00:04 16,539.00
a(40 1100001004 |Treasury EFT In ar1n PYWES300 |100:00:00 G78.00
6|40 4050004000 |Fed Grants/Reimburse |0710  [417625|8598 PYWEQ300 (402:00:04 673.00
7|40 1100001004 |Treasury EFT In ar1n PYWES300 |100:00:00 26,781.00
g|a0 4050004000 |Fed Grants/Reimburse |0710  [417627 898 PYWEQ300 (402:00:04 26,781.00
940 1100001004 |Treasury EFT In ar1n PWDFT00 | 100:00:00 T8,186.00
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8 Display Document: Overview

F & & AY Displaycurrency

{Document Numberi 14149080 Company Code  ARK Fiscal Year 2008
Document Date o8/27 /2007 Fosting Date 08/27/2007  Period 2
Reference W1G4P Crogs-CC no.
Currency USD Texts exist
ElRERERIERERIEEREEEE
ltem|PK  |Account Description BusA  |Cost CtfFunds Ctr|Fund Crnmt item| = Amount| Tx
1140 1100001004 | Treasury EFT In o710 FWFEY00 | 100:00:00 78,121.00
250 4050004000 |Fed Grants/Reimburse 0710 |417646|320 FWFEY00 |402:00:04 T78.121.00
340 1100001004 | Treasury EFT In o710 FWFE300 | 100:00:00 16,539.00
450 4050004000 |Fed Grants/Reimburse |0710 (417753320 FWFEB900 |402:00:04 16,539.00
440 1100001004 | Treasury EFT In o710 PYWES300 | 100:00:00 678.00
6|40 4050004000 |Fed Grants/Reimburse |0710 (417625898 PYWES300 | 402:00:04 BY8.00-
740 1100001004 | Treasury EFT In o710 PYWES300 | 100:00:00 26,781.00
g(a0 4050004000 |Fed Grants/Reimburse (0710 |[417627 |898 PYWES300 |402:00:04 26,781.00
9(40 1100001004 | Treasury EFT In 0710 PWD7700|100:00:00 78,186.00

6. <Display document header>

{2

The Document Header window appears, displaying additional
document information. Use this window to review/identify additional
document text entries, posting, user id and transaction information.

Document Header: s ompany Code
Documenttype!  Z0 Treasury Deposits
Doc Header Text  W1G64F
Card type Card no.
Seguence numhber
Reference YW1G64P Document Date [E 272087
FPosting Date Qat2F ooy
Currency UsD Posting Period B2 f ZooEs
Ref. trans. BEPF  Accounting docurnemnt
Reference key HE14149020ARK 2003 Log. Systermn  DGBE10GEPCC
Entered by TLLANGSTON Parked by DTBASS
Enitry date HEf27 2007 Time af Entry 08:35:58
TCode FEYE
Changed on Last update
v X
7. <Enter> ¥

The Document Header window closes.
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@2 Display Document: Overview

o & & AE Display currency

jer} 14148088 Company Code AR Fiscal Year 2008
g8/27/2007 Pasting Date B8/27/2007  Period 2
Reference W164F Crogs-CC no.
Currency UsD Texts exist
EIBREREEEEERIE R ERERIHIET

ltem | Pk Account Description BusA | Cost CiFunds Ctr Fund Cmmt item|E Amount| Tx
1140 1100001004 | Treasury EFT In o710 FYWFEY00 |100:00:00 T8121.00
2|80 4050004000 |Fed GrantsiReimburge (0710 417646 |320 FYWFEY00 | 402:00:04 T8121.00
340 1100001004 | Treasury EFT In o710 FYWFE900 |100:00:00 16,539.00
4150 4050004000 |Fed GrantsiReimburse (0710 417753 (320 FYWFE900 |402:00:04 16,539.00
440 1100001004 | Treasury EFT In o710 FWES300 |100:00:00 678.00
6|50 4050004000 |Fed GrantsiReimburse (0710 417625 898 FVWES300 | 402:00:04 B78.00
740 1100001004 | Treasury EFT In o710 FYWES300 | 100:00:00 26,781.00
8|80 4050004000 |Fed Grants/Reimburse 0710 |[417627 (898 PYWES300 [402:00:04 26,781.00
940 1100001004 | Treasury EFT In o710 PYWD7700(100:00:00 78,186.00

You can also view additional document entries by double clicking a line

item.

Before we explain using FBO3 to view documents created specifically
by you, we want to show you what happens if you use a fiscal year date
different from the document creation date on the Display Document:

Initial Screen.

3| 2 dH I SCEa

Display Document: Initial Screen

Dacument list

I4 Firstitern 4# Editing options

keys for Financial Accounting

Diocurment Mumber

Company Code

Fiscal Year

180060387
ARK
2007

The message, “Document is not in database” means AASIS cannot find

archive?

Search doc. archive

@ Document is nat in databhase. Search document

Yes

o3
A,

Note%
[

a document matching all 3 of the selection criteria.

Click “No” to the Search doc archive question. Remove the fiscal year

and enter again.
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View Multiple Documents

Beginning on the Display Document: Initial Screen, we show you how to

use FBO03 to find more than one document.

The Display Document: Initial Screen appears.

& )
ﬁs play Document: Initial Scrg

Documentlist || |4 Firstitem || g# Editi

Keys for Financial Accounting

Document Mumber 18000087
Company Code LREK
Fiscal Year |

1. <Document List> Document list

The Document List selection screen appears. Use this screen when you
want to use additional search criteria to locate documents.

Program  Edit Goto

Document List

&/ [ )2
Company code IBRE 1o =
Document number to E
Fiscal year to E
General selections
Document type to 3
Fosting date to E
Entry date to E
Reference number to E
Refarence transaction ta E
Reference key to E
Logical system to @
Business area selection
Business Area to

Also display noted items

[ Cisplay nated items

Search for own documents
[l wen dacurments anly
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Field Definitions

Frogram Edit Goto Systern  Help
@ 200 €08 DHE D0aD @
Document List
=
Company code JoRK to E
Dacument numhber ta E
Fiscal year to E
General selections
Document type to H
FPosting date to H
Entry date to H
Reference number 0] H
Reference transaction 0] H
Reference key to H
Logical system to H
Business area selection
Business Area 0] @
Also display noted items
[ Display noted iterns
Search for own documents
[ owin documents anly

About the Document List Screen

While this screen appears similar to the Document List screen you use
in FBVO, not all of the fields are identical. Because of this, here are the
basic definitions for the optional fields appearing here.

= Document number ---allows you to retrieve several documents, by
using a number range or multiple numbers.

» Fiscal year ---allows you to retrieve documents which cross
different fiscal years.

General Selections---Provides additional selections based on fields
contained within the document header.

= Document type--- defines documents based on the document type
instead of document number. For example, you can search for
customer invoices by using the DR document type in this field.

» Posting date--- defines documents based on a specific posting
date, posting dates or a posting date range.

» Entry date--- defines documents based on an entry date, entry
dates or an entry date range.
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Program  Edit Goto  Systerm  Help
& 2/dH I ¢@Q SHE DHDOD @ o
Document List
==
Company code JaRK to =
Dacument number to =]
Fiscal year to =]
General selections
Docurnent type to =]
osting date to =]
date to =]
Reference number ta =]
Reference transaction to =]
Reference key to =]
Lagical systern to 3
Business area selection
Business Area o IE’
Also display noted iterms
[ Display noted iterms
Search for own documents
[] Owin documents only

= Reference number— defines documents based on entries stored
in the reference field.

NOTE: This field is case sensitive and must match the entry
exactly.

» Reference transaction— provides internal processing information.

This field is not applicable when searching for documents entered
by users.

» Reference key— Related to financial data entered into AASIS via
interface applications. This field is not applicable when searching
for documents entered by users.

» Logical systems— also related to sharing information between
technical systems. This field is not applicable when searching for
documents entered by users.

Business area selection—provides additional selections based on
business area values.

= Business Area— defines documents based on the business area
or business areas which created them. Most users will restrict the
search to their own business area.

Also display noted items—Not applicable to State business processes
= Display noted items— Do not use.
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Frogram  Edit Goto  Systern Help

g 3 4@ IeEe BHE OO0 BE @m
Document List
& G )2
Company code JaRE to =
Docurnent number ta =]
Fiscal year to =
General selections
Dacurent type ta =
Posting date to =
Entry date ta =
Reference number ta =
Reference transaction ta =]
Reference key to =
Logical systern to 3
Business area selection
Business Area to
Also display noted items
[ Display noted iterms
Search for awn docurments
[] Oowin documents anly

Search for own documents---restricts the search to the documents you
specifically posted.

= Own documents only ---restricts search based on user id.
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Make Document List Selections

Beginning on the Document List screen, we illustrate searching for
more than one document using the “Document type” field.

Note: As with the reporting sections in this chapter, our illustration for
using this screen is not exhaustive. We strongly encourage you to
continue practicing with different combinations of available search
criteria.

Document List

® & )=

Qnmpany code ARK ta
Ciocument number to
Fiscal year to

General selections

Document type D to
Fosting date pas2arzonv to
Entry date to
Reference number to
Refarence transaction to
Refarence key to
Logical system to

Business area selection
Business Area a71a fio

Also display noted items

[ Display noted items

Search for own documents
[ ] crwn documents anly

1. Company code field(Required): <ARK>.

2. Document type field (Optional): <**>,
Our illustration uses <ZD>.

3. Posting date field---<## /## [ H#HHEH>.
Our illustration uses <08/28/2007>.

4. Business Area field---<####>.
Our illustration uses <0710>.

5. <Execute> @ .
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The Document List screen appears, displaying the documents that

match the selection criteria you use. Use drill down functions (double
click a line) to view specific document information.

Document List @’
@ ER AT LS AT B

CoCd |DocurmentMo™| vear Type |Enteredon  |Doc.Date Fosting Date |Reference|lUser | Reversal
AREF) 14149190 2008 70 |D&Z82007 (082872007 |08/2802007  W1G4P LACHISH
ARE 14149191 2008 ZDv  |0®i29i2007 (02872007 (0872802007 | TWO3P LACHISHW
AR 14149193 2008 7D (08282007 (082872007 |08/28:2007  |Y047B LACHISH
AR 14149195 2008 7D (08282007 (082872007 |08/28:2007  |WE29B LACHISH

1|

Note: You can customize the “Document list” layout using the “Change
layout” icon.

Summary

As we encouraged at the beginning of this chapter, take time to study
and play with these reports and research tools.

Remember, we may have created a report with a specific business
purpose in mind, but this doesn’t mean you can’t use the report to meet
other business needs.

Use the custom layout features and adapt the reports to your agency’s
specific business needs. Trust us; you won’'t hurt anything by doing
this. These are display transactions and do not impact the integrity of
your agency’s or the State’s financial records.

In fact, the more you use these reports and tools, the stronger your
ability to analyze your agency’s financial records in AASIS.

With strong analytical skills, you equip yourself with the ability to
prevent and/or correct errors before they become a significant problem.
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